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SUMMARY of CHANGE

DA PAM 25-40
Army Publishing: Action Officers Guide

This pamphlet has been completely revised. The title has been changed from

Administrative Publications: Action Officers Guide to Army Publishing: Action
Officers Guide to reflect the consolidated nature of this new publication. This
revision--

o Consolidates the procedural guidance from AR 25-30 (The Army Publishing
Program) with the previous version of this pamphlet. This consolidation
creates this three-part publication. Part One contains general topics for
planning, writing, coordinating, revising, submitting, processing, and
distributing publications. Part Two contains information that pertains
specifically to administrative publishing, particularly electronic
publishing. Part Three contains information that pertains to other domains
(doctrinal and training publications, technical and equipment publications,
multi-Service publications, and so forth). Material not directly related to
departmental publishing has been placed in an appendix.

o Contains extensive new and updated information on how to develop, staff, and
submit Department of the Army publications for publishing and Army-wide
distribution.
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Part One

Departmental Publishing

Part one of this pamphlet addresses general topics of planning, writing, coordinating, revising, submitting, processing,
and distributing departmental publications. Part two, starting at chapter 7, addresses administrative publications,
particularly electronic publishing. In part three, chapter 13 deals with the specifics for training and doctrinal publica-
tions; chapter 14 deals with technical and equipment publications; chapter 15 deals with multi-Service publications;
chapter 16 deals with Department of Defense (DOD) publications; chapter 17 details distribution restrictions; and
chapter 18 deals with agency and command publications.

Chapter 1
Planning a Publication

Section |
Introduction

1-1. Purpose

This pamphlet describes the process and procedures necessary to carry out the policies established in AR 25-30, Army
Publishing Program. It provides information on preparing, coordinating, gaining approval for, authenticating, publish-
ing, and distributing departmental publications and products in all three publishing domains of administrative, technical
and equipment, and doctrinal and training publications. Although its purpose is to assist publishing and printing
professionals Army-wide, it also provides some agency and command publications information.

a. The Army is primarily an electronic publisher. It no longer produces only paper publications—or even most of its
publications in paper. Most publications and forms are not printed in paper at all—they are made available on Internet
Web sites, on compact disk-read only memory (CD—ROM), or on both.

b. Within the Army, the publishing process generally consists of the following phases: writing (authoring), review
(coordination or staffing), pre-press preparation, final legal review and authentication, indexing, replication (printed or
electronic/digital), distribution (paper, CD—ROM, or Internet), and storage. This process varies depending on whether
your publication will be published in digital media, in paper, or in both.

c. Although the Army has embraced technical advances, many things remain the same in the electronic publishing
world. The requirements to identify the target audience and to fully coordinate, edit, review for legal sufficiency,
authenticate, index in DA Pam 25-30, and control versions of the document are the same for digital publications as for
their paper predecessors. In fact, there are new requirements in the electronic world, such as the need to ensure tha
files on local area networks (LANs) and the Internet are protected from tampering and corruption, the need to ensure
that digital files are not infected with a virus before distribution, and so on.

d. To meet all the requirements for fielding trusted information to the Army, there are many steps you must follow:

(1) In the case of an Army regulation, for example, once all the content information is organized and approved at
the appropriate level, the draft publication is ready for Army-wide coordination. This step allows all interested and
affected organizations in the Army to review policy that will affect them. Those organizations will be particularly
interested if, in your policy document, you include a responsibility they must fulfil—especially if this is a new
responsibility for them. The Office of the Judge Advocate General (OTJAG) also wants to see this draft after all other
comments have been addressed. This is to ensure that what you have written, and what others may have added to th
manuscript, is legally sufficient and will not expose the Army to risks of litigation.

(2) When you have reconciled all the comments from Army-wide coordination, including the OTJAG comments,
you are ready to submit a “final approved draft manuscript” for publishing.

(3) You do this with a Department of the Army form (DA Form) 260 (Request for Publishing). In it, you summarize
all the coordinating agencies, fill in all the information required in AR 25-30, and add the details specified in this
pamphlet. Much of the information on the DA Form 260 is structured to be captured in the U.S. Army Publishing
Agency’s (USAPA) automation system that generates DA Pam 25-30—the Army’s historical archive of publications
actions.

(4) Once the DA Form 260 is sent, the publishing process to turn that final approved draft manuscript into official,
authenticated Army policy and procedures approved by the Secretary of the Army for use across the Army is really just
beginning.

(5) After an editor has reviewed and corrected the manuscript—which usually involves several consultations with
you—he or she sends the manuscript to OTJAG for a last legal review of the final, edited words. You may have to deal
with OTJAG again to resolve any remaining questions about legal sufficiency.

(6) The editor incorporates pertinent OTJAG comments into the file, converts the word processing document into an
international data standard format (Standard Generalized Markup Language (SGML)), formats (or composes) the
manuscript, and presents you with a proof to review and approve.
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(7) The editor then submits the final, approved and legally sufficient, composed manuscript to Office of the
Administrative Assistant to the Secretary of the Army (OAASA) for authentication.

(8) OAASA may refer specific questions out to Office of the General Counsel. (For some specified publications, the
Secretary of the Army (SA) himself reserves the right of review.) Once the Administrative Assistant to the Secretary of
the Army (AASA) (or the Secretary) has authenticated the content of your manuscript, it is releasable to the Army.

(9) If the publication is needed in paper, the editor will coordinate with your publications control officer (PCO) for
funding to satisfy the subscriptions requirements USAPA has developed for this product; if paper is not needed, the
final files are passed along for electronic publishing.

(10) The source file can be transformed into various electronic output formats, such as Hypertext Markup Language
(HTML) or EXtensible Markup Language (XML). The output formats are then posted to the Army Electronic Library
(AEL) on the official Army Web site for administrative publications and on CD—-ROM (EM 0001). The file from
which proofs were composed can be distilled into Portable Document Format (PDF, a page-oriented image). Later,
when you want to start on the next edition, that source file can be converted back into your word processing format.

(11) When the AASA or the Secretary authenticates your manuscript, you cease “to own” the data—it belongs to the
Secretary, and you cannot change it without going back through this same process, the Secretary’s process, to have any
revision authenticated.

1-2. References
Required and related publications and prescribed and referenced forms are listed in appendix A.

1-3. Explanation of abbreviations and terms
Abbreviations and special terms used in this pamphlet are explained in the glossary.

1-4. Planning a publication

Before starting a publication, proponents should contact their PCO to determine the best approach to developing and
processing a publication, check when the publication is scheduled, and develop milestones for publishing. Your PCO
can provide information about internal management requirements and funding implications before preparing or submit-
ting your publications to USAPA. A list of PCOs is maintained on the official Army administrative publications Web
site (http://www.usapa.army.mil/gils/appdxal.html). Check also with USAPA to see if files already exist for your
publication (http://www.usapa.army.mil/webpubs.html). (Remember that when proponents revise a publication, they
must use as a basis for that revision an electronic file copy of their publication obtained from the official publications
repository.) Review similar publications in the same medium. If you are assigned a Web publication, for example, look
at several on the Army Web site (http://www.usapa.army.mil/) and related Web sites to see what works (and what does
not). When planning your publication, ask yourself some of the following questions.

a. What type of publication will you be preparing?

(1) Consolidating publications? Consider combining two or more separate publications to form one. Consolidation
usually means combining whole publications or parts of publications; but it may also include adding new material to an
existing publication. Guidelines for consolidating material are as follows:

(a) Consolidate material that covers the same subject or closely related subjects.

(b) Consolidate material that has the same intended use. Do not combine directive, informational, and reference
materials. Also, do not combine temporary material with permanent material.

(c) When consolidating regulations, include any supplemental guidance that has been issued separately and is
currently in effect.

(d) Consolidation requires rewriting and reorganizing the publications being combined. Remove all repetitious
material and give the material a logical order and smooth transitions.

(2) Revising a publication? A revision, or rewritten version of an existing publication, supersedes the previous
edition of that publication or the publications that have been consolidated. A publication is revised when the functional
proponent needs to update the information or when USAPA directs that it be done.

(3) Are you preparing a new publication? New publications may be developed for publishing recently agreed-upon
policies, procedures, information on new weapon and equipment systems, and information needed to perform a mission
or function. If possible, policies or procedures should be incorporated into existing publications. Guidance for preparing
a new publication is the same as that for revisions and consolidations.

b. What distribution medium will you use? Publications may be distributed using one of the media in paragraph 1-8.

c. What type of publishing media will it be? The authorized publishing media are listed in paragraph 1-9.

1-5. General guidelines for proponents
Proponents must:

a. Ensure that the information contained in their publication agrees with established policies regarding their
functional areas. Also, according to guidance in AR 25-30, proponents should use SGML when preparing Department
of the Army (DA) publications. Requests for the use of formats other than SGML must be forwarded through
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Headquarters, Department of the Army (HQDA) agency or major Army command (MACOM) to the Director, USAPA,
ATTN: JDHQSV-PAP-A, for approval prior to use. Maximum reuse of existing SGML library and graphics files will
expedite publication cost-effectively, especially where proponents have added “intelligence” to digital publications,
such as links to other information resources.

b. Correlate their proposed publications with existing related publications, to include—

(1) Removing conflicting instructions by simultaneously preparing revisions to other affected publications.

(2) Requesting that other interested agencies prepare pertinent material for inclusion in the proposed publication or
in revisions to other affected publications. This material should be published and distributed at the same time as the
proposed publication. Rather than unnecessarily repeating existing information, use links to other information re-
sources, especially when the other information resource is dynamic.

(3) Verifying currency of links to other information resources.

c. Review all proposed publications for forms implications. The review should cover all forms, formats, and
information requirements prescribed by the proposed publication. The objectives of this review are to control the
proliferation of forms and reduce administrative workload by—

(1) Rescinding non-essential forms and requirements.

(2) Consolidating similar or related forms.

(3) Replacing MACOM or local forms with higher echelon forms, if they are used Army-wide.

(4) Using electronic forms instead of printed forms. (Forms fall under the Army’s less-paper policy.) The Army has
an enterprise site license for a forms filler software that will be used for departmental forms and should be used for
agency and command forms. Consider also the efficient use of digital signatures.

(5) Using standardized data elements and reducing unnecessary data elements on forms. (See the DOD Dats
Dictionary System: http://www-datadmn.itsi.disa.mil/ddds/ddds40.html.)

(6) Reducing the number of copies distributed if the form will be printed.

(7) Establishing new DA forms to support non-standardized requirements in proposed publications rather than
establishing multiple lower-echelon forms.

(8) Identifying special construction needs for forms procured in hard copy.

d. Avoid excessive references to or duplication of material already in other publications. Maximum use of links to
other information resources is encouraged, although this must be weighed carefully in the case of embedding Web
resources in Army regulations.

e. Develop life-cycle management plans for their publications, to include the scheduling of revisions. Proponents
should plan to revise those Army regulations (ARs) that contain procedures and place these procedures in a standarc
DA pamphlet (DA Pam). Because DA Pams do not have a final legal review and do not go to OAASA before they are
published, it is easier to keep your DA pamphlet current and publish revisions to it.

f. Follow instructions for each type of publication. These instructions are explained in subsequent chapters of this
pamphlet.

g. Check citations, links, and cross-references to other publications for accuracy.

h. Analyze all existing systems, as well as new acquisitions, to determine the best mix of media for electronic
dissemination of operation and maintenance instructions.

i. Decide if there are some needed publishing tasks that the proponent is incapable of performing. If there are,
contact USAPA Business Services for further information on services that may be procured on a reimbursable basis.

Section 1l
Researching the Subject and Determining the Target Audience

1-6. Researching the subject

a. The amount and type of research needed to write a publication depends on the writer's knowledge of the subject,
the complexity of the subject, and the information sources available. Reviewing other published material that contains
related information and researching internal office files are good ways to start. The Internet provides remarkable
information resources, both official and unofficial, relating to almost every subject, but be aware that that resource may
not be complete or definitive for your particular subject.

b. During the planning stage of the publication, communicate with other agencies and MACOMSs familiar with the
subject area. Contact them informally, tell them of the plans for the publication, and ask for comments or suggestions.
The agencies or commands may suggest covering topics or problem areas that you have not considered.

1-7. Determining the target audience and command level of distribution
Early in the process, identify those who read and use the publication. This target audience affects the preparation of a
publication in several ways.

a. Distribution level. The distribution level of the publication is determined by assessing who will read the
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publication. First, identify who should actually use the publication, then identify their distribution levels using the
guidelines in paragraph 6-3.

b. Audience capability. Some publications serve specialized audiences who may have greater or lesser automation
capabilities than the Army as a whole. For example, a publication intended for MACOM office use may take more
advantage of Internet information resources than a publication used primarily at company level.

Section Il
Media and Dates

1-8. Authorized distribution media

Army-wide publications may be published on DA-approved Internet sites, on CD—ROM, on microfiche, and in paper.
(See the USAPA Web site (http://www.usapa.army.mil) for the five official Army Web sites, appendix D for
information on CD—ROMs, and appendix G for information on microfiche.) A publication published on CD—-ROM and
assigned an electronic media (EM) number will always be considered a revision when it is reissued. Changes made to
publications within a CD—ROM must be incorporated into the basic (original) publications and, if not printed in paper,
they will be considered revisions. Publications must be dated according to numbering guidance provided in this
pamphlet.

1-9. Authorized publishing media
Army official publications must be published using an authorized media listed in paragprdpteugh e, below.

a. DA and HQDA directives will be issued by the SA only (see para 8-6).

b. Authorized media for administrative publications are—

(1) Policy administrative publications:

(8) Army regulations (ARS).

(b) DA circulars (DA Cirs).

(c) DA directives (numbered).

(d) DA general orders (DAGOS).

(e) DA memorandums (DA Memos).

() HQDA directives (numbered).

(g) Numbered HQDA letters.

(2) Non-policy administrative publications:

(@) DA court-martial orders.

(b) DA pamphlets (DA Pams) (standard and informational).

(c) DA posters.

¢. Authorized media for doctrinal, training, and organizational publications and products are—

(1) Army training and evaluation programs (ARTEPS).

(2) Field manuals (FMs).

(3) Graphic training aids (GTAS).

(4) Modification tables of organization and equipment (MTOEsS).

(5) Precommissioning publications (formerly, ROTC publications).

(6) Professional bulletins (PBs).

(7) Soldier training publications (STPs).

(8) Tables of allowances (TOAS).

(9) Tables of distribution and allowances (TDAS).

(10) Tables of organization and equipment (TOES).

(11) Training circulars (TCs).

d. Authorized media for technical and equipment publications are—

(1) Automated information systems manuals (AISMs).

(2) Firing tables (FTs) and trajectory charts (TJCs).

(3) Lubrication orders (LOs).
Note. Changes to LOs may still be published on laminated cards. New or revised lubrication instructions or orders must be
incorporated into the preventive maintenance checks and services table of the appropriate technical manual.

(4) Modification work orders (MWOS).

(5) Supply bulletins (SBs).

(6) Supply catalogs (SCs).

(7) Technical bulletins (TBSs).

(8) Technical manuals. (TMs) (Both electronic technical manuals (ETMs) and interactive electronic technical
manuals (IETMs) are included in this category.)
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e. Authorized media for agency and command publications are—
(1) Agency and command AISMs.

(2) Bulletins.

(3) Circulars.

(4) Depot maintenance work requirements.

(5) Memorandums.

(6) Orders.

(7) Pamphlets.

(8) Posters.

(9) Standing operating procedures.

(10) Regulations.

(11) Supplements.

f. Other categories of official publications are—

(1) School texts.

(2) Official history volumes.

(3) Publications reporting results of scientific research.

(4) Publications by experts on technical, tactical, or similar subjects approved by the Secretary of the Army.

1-10. Authorized media for prescribing forms
The following media are authorized for prescribing forms:

a. DA administrative publications.

(1) Army regulations.

(2) DA circulars. DA circulars are temporary media and should not be used to prescribe forms that will outlive the
circular.

(3) DA pamphlets. Standard DA pamphlets may be used as a prescribing medium. Under no circumstances should
informational DA pamphlets be used to prescribe forms.

(4) Numbered HQDA letters. Numbered HQDA letters are temporary media and should not be used to prescribe
forms that will outlive the letter.

(5) DA memorandums. DA memos are permanent media with limited distribution. They apply only to HQDA or
HQDA and its field operating agencies

b. Doctrinal, training, and organizational publications.

(1) Field manuals.

(2) Training circulars.

c. Technical and equipment publications.

(1) Automated information systems manuals.

(2) Supply bulletins.

(3) Technical bulletins.

(4) Technical manuals.

1-11. Publication dates

a. Date of issue (publication date). All official publications must have a date of issue. A date of issue is the date
that a publication is authenticated and made available to users. USAPA assigns the date of issue for administrative
publications. USAPA delegates the authority to assign the date for technical, equipment, training, and doctrine
publications printed through the decentralized publishing programs. These publications are dated not more than 15 days
earlier nor more than 60 days after the date USAPA receives the request to publish. Exceptions are given on multi-
Service publications when the Army is not the executive agent. The date of issue changes whenever the content of the
publication is revised.

b. Effective date. Only Army regulations and modification work orders have effective dates. The effective date is the
date that users must start following the policies, procedures, or guidance in the publication. The effective date changes
whenever the content of the publication is revised and the date of issue changes. If it is important to track when a
specific policy was originally effective, that can be done in the History statement.

(1) USAPA assigns the effective date for Army regulations, except when the date is required by public law,
Executive order, Congress, DOD, another Government agency, or court order. The effective date appears at the top of
the title page.

(@) When assigned by USAPA, the effective date should depend on the distribution of the publication and the
amount of time needed to implement its policies and procedures. The effective date should be at least 30 days after the
publication’s date of issue.
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(b) A publication with an effective date established to meet a higher level requirement should state the requirement
for the effective date.

(2) The effective date and completion date should be placed at the top of all modification work orders (MWOSs). The
proponent should determine these dates in accordance with the time allowed to complete the maodifications to the
equipment.

c. Due date. The due date is the date that a prescribed report must be submitted. Due dates must allow enough time
for users to receive and implement the prescribing directive and to collect the information that should be reported. The
proponent should assign this date.

d. Expiration date. DA circulars and other temporary media have expiration dates (usually one or two years after the
issue date, but sometimes earlier). Unless reissued, these temporary publications are not valid after the expiration date.
Because obsolete temporary media may appear on official Web sites for historical purposes, users must be very careful
to identify those that have expired.

Section IV
Numbering DA Publications

1-12. The numbering system

Each DA publication is assigned a publication number for identification. The publication number consists of a
functional category (for example, AR, TM, or FM) and its number (or nomenclature). Most publications are assigned a
basic (series) number and one or more sub-numbers; however, some publications are numbered consecutively. Other
publications that pertain to supply items within one Federal supply classification (FSC) group or class are assigned the
FSC group or class number instead of a series number. Table H-1 contains the publication series for administrative
publications; chapter 13 contains the series for doctrinal, training, and organizational publications; and chapter 14
contains the series for technical and equipment publications. All publications published in volumes should bear the
same publication number—with the volume number added as the last number.

1-13. Reusing numbers
The number of a rescinded or superseded departmental publication must not be reused.

1-14. Numbering CD-ROM publications

CD-ROM publications must be identified by an EM number, which will be assigned by USAPA, JDHQSV-PAP-D.
The EM number will consist of the category of “EM” followed by four numbers or nomenclature, and it must be
identical to what appears on the printed CD—ROM product. Any other identifier must appear as part of the publication
title (for example, “ARMYLOG” or “TM 9-1440-Avenger.”) (See para B(® for information on obtaining an EM
number.)

1-15. Numbering miscellaneous publications

Publications that do not fit into publication categories in paragraph 1-9 are given a miscellaneous publication (Misc
Pub) number. Use a series number (table H-1), according to the subject of the publication, and a sub-number to be
numbered consecutively (this sub-number is assigned by USAPA).

Chapter 2
Writing a Publication

Section |
Writing Effective Publications

2-1. Organizing publications
Three principles govern the organization of publications:

a. Organize the material by subject, identifying the individual topics to be covered.

b. Organize the publication in a logical manner. Material may appear in chronological order, in general-to-specific
order, or in order of importance if the reader needs to know something about subject A in order to understand subject
B.

¢. Organize the amount of text placed into the divisions of the publication. Once the material has been organized by
subject and is in logical order, break up long blocks of information into divisions (such as chapters, sections,
paragraphs, or subparagraphs). When subdividing an element, at least two of the same subdivision must be used, as
explained below.

(1) If sections are used, each must have two or more paragraphs.
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(2) If a paragraph has a subparagrapht must also have a subparagrapha subparagraph(1) must have a
subparagrapha(2).

d. All parts, chapters, sections, and paragraphs must have a title. Subparagraphs may or may not be titled. However,
if one subparagraph has a title, all subparagraphs within that paragraph must have titles. Use of titles at the
subparagraph level helps users navigate digital publications, because those subtitles will be listed in a linked table of
contents. They also aid navigation of page-oriented publications.

e. Table 2-1 must be used when numbering the divisions of a publication (and elements such as figures and tables).

Table 2-1
Formats for parts of a publication
Division or part! Title format Example
Foreword Put at top of page. Capitalize first letter of foreword. Use | Foreword
no end punctuation. (Not applicable for all types of publi-
cations.)
Part Put under part number at top of page. Capitalize first and | Part One
all principal words. Use no end punctuation. Number Manuscript Preparation
consecutively.
Chapter Put under chapter number at top of page. Capitalize first | Chapter 1

and all principal words. Use no end punctuation. Number | Manuscript Formats
consecutively throughout the publication.

Section Put under section number. Capitalize first and all princi- | Section |
pal words. Use no end punctuation. Number consecu- |Looseleaf Format
tively throughout the publication.

Paragraph Put above paragraph, following paragraph number. Capi- | 1-1. Manuscript to be typeset
talize first word and proper nouns. Use no end punctua-
tion. Number consecutively.

Subparagraph Put on first line of subparagraph, following subparagraph | 1-1. Manuscript to be typeset
number. Capitalize first word and proper nouns. Put pe- | a. Title page.
riod at end of title. (1) Heading.
(a) Publication number.
Appendix Put under appendix heading at top of page. Capitalize |Appendix A
first and all principal words. Use no end punctuation. References
Glossary Put at top of page. Capitalize first letter in glossary. Use | Glossary
no end punctuation.
Index Put at top of page. Capitalize first letter in index. Use no | Index
end punctuation.
Figure Put under figure, following figure number. Capitalize first | Figure 1-1. HQDA letter format
word and proper nouns. Use no end punctuation.
Table Put above table, under table number. Capitalize first Table 1-1
word and proper nouns. Use no punctuation. Reduction sizes
Notes:

1 The Administrative Publication Proponent and Editor Interface Product (APPIP) template formats the parts of a publication automatically.

2-2. Preparing well-written publications

a. Definition. A well-written publication has all of its required parts, fully meets the prescribed format standards,
and complies with the basic principles of good writing. Good writing includes: writing the publication in active voice
(when possible), being grammatically correct, and writing to a reading grade level (RGL) appropriate to the audience
(but not exceeding RGL 12). Other elements of good writing include the following:

(1) Use simple words and phrases instead of unnecessarily complicated and wordy ones.

(2) Use reader-oriented writing. Write for your customers.

(3) Use short sentences.

(4) Identify your audience.

(5) Write to one person, not a group.

(6) Make your paragraph titles informative.

(7) Use lists, tables, and figures as frequently as possible. They are usually easier to understand than lengthy
narratives.
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b. Resources.

(1) This chapter serves as an initial source of information on Army writing style. For a more in-depth reference,
refer to the Government Printing Office (GPO) Style Manual. If neither of these two sources supply the information
needed, the writer may also use a standard dictionary. Remember, however, that USAPA editors use the GPO Style
Manual. Any required departure from these resources needs to be clearly explained when your manuscript is presented
to USAPA.

(2) When preparing an administrative publication, the writer should also use AR 310-25, a dictionary of authorized
Army terms (http://books.usapa.belvoir.army.mil/cgi-bin/bookmgr/BOOKS/R310_25/CCONTENTS), and AR 310-50,

a listing of authorized acronyms and brevity codes and their definitions (http://books.usapa.belvoir.army.mil/cgi-bin/
bookmgr/BOOKS/R310_50/CCONTENTS). It should be noted that the DOD Dictionary is also available on-line (http:/
/www.dtic.mil/doctrine/jel/doddict/).

2-3. Determining RGL

The RGL is a measure of the reading difficulty of written material. Departmental publications are to be written at an
RGL of no more than 12 (a reading skill level that falls approximately midway between that of college graduates and
12 grade graduates). Write instructional materials of the Army Medical Department Center and School at the lowest
RGL that is appropriate for the educational level of the target audience and for the medical material covered. To
comply with the Army readability program—

a. Write material at a readability level that will meet the needs of the target audience. (However, revising an
existing publication solely to lower its RGL is not necessary.)

b. Measure the RGL using the Kincaid Readability Formula (see (1), below) or run an RGL computer program that
will analyze the document being written. Most word processing programs have a tool that can be set to report
readability as part of the spelling and grammar checking routines.

(1) The Kincaid Readability Formula, or similar formula, measures the reading difficulty of Army publications. This
formula measures sentence length and word length. The reading difficulty is expressed numerically as an RGL. The
RGL can be found by following the instructions shown with the nomograph in figure 2—1 or by using the following
formula: (words per sentence X .4) + (syllables per word X 12) - 16=RGL.
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WORDS Reading

PER SENTENCE

Select a 150-word passage. ! Begin with a paragraph 60 —r— Grade Level
or section and continue counting to the end of a 55—t Nomograph
complete sentence, even though it may exceed 150 o
words. T
58 =t
STEP 1 R
Figure the average sentence length. (Divide the number el B
of words by the number of sentences.) 02 ——
(150 + 10 - 15) 51 ——
50 =t SYLLABLES
STEP 2 o —t- PER WORD
Figure the average number of syllables in each word.? :;:: - 28
(Count the syllables. Divide the number of syllables by ol RGL +
the number of words.) 45—t - 34 -+ 27
(300 + 150 = 2.0) “ —1— -1 33 -+
4 —t— - 32 . B
STEP 3 2 - -4 31 iR
Compute the RGL on the nomograph. 3 Connect " 4 a0 I
WORDS PER SENTENCE and SYLLABLES PER ‘°”__j‘ 4 2 )
WORD using straight edge. The point where the line gl I 4 28 T
crosses the RGL scale will show the reading grade level. e + 27 T
(RGL = 13.7) . T 4
35 —t— - — 23
34— 4 2 4
:::: 4 . -1 22
Mt - 22 T
} a0 —— 4 2 -t 21
21— -+ 20 T
u o + 20
. 28—t T 18 .
NOTE: - 25 e T 17 -4 1.9
Required manuscript samples . Chten 7 ;s +
t 23—t -+
Pages Minimum Maximum 22— 1 1: T
110 31 1 4 =1 4 13 T
20 ——t— -1 1.7
32 to 53 4 6 19— T4 1
18 = T 1
54 to 89 6 9 o 1w -3~ 15
90 and above 9 30 18 —1— -+ @ T
15 crvebe— 4 s —A— 15
2 Gount syllables the way you would say the word. Count numbers as wr <+ 7 +
one word. Count acronyms and abbrewviations as one syllable unless =T 4 i I
they spell a word of more than one syllable. 12 == i 1
Word Syliables R 1.
row” 1 »— e
B i
“determined" 3 7t -1 1.2
"eyepieces’ 3 -1 4
§ —t =414
“TRADOC" 2
“sQr* 1
979" 1
“10-28* 2

3 RGL equates to reading difficulty level when it exceeds 17 on
the RGL nomograph.

Figure 2-1. Reading grade level nomograph
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(2) Average the RGLs of several samples within a publication to find the overall RGL (ORGL) of the publication.
To find the ORGL, add the RGLs from all samples and divide the total by the number of samples.

c. Evaluate Army publications for readability factors other than RGLs. These factors include format, organization,
illustrations, interest appeal, and usefulness.

d. Include in requests for exceptions to RGL requirements a justification and a copy of the draft publication. Send
requests to the proper authority listed below.

(1) For administrative publications—Director, USAPA, ATTN: JDHQSV-PAP-A, Alexandria, VA 22331-0302.

(2) For technical or equipment publications—Executive Director, U.S. Army Materiel Command (USAMC) Logis-
tics Support Activity, ATTN: AMXLS, Redstone Arsenal, AL 35898-7466.

(3) For doctrinal and training publications—Director, USAPA, ADHQSY-PAP-T, Alexandria, VA
22331-0302.

(4) For Corps of Engineer publications—HQ, U.S. Army Corps of Engineers, ATTN: CECI-T, 441 G Street, NW,
Washington, DC 20314-1000.

(5) For U.S. Army Medical Command (MEDCOM) publications—Commander, MEDCOM, ATTN: MCIM, 2050
Worth Road, Suite 13, Fort Sam Houston, TX 78234-6013.

Section I
Effective Style in Departmental Publications

2-4. Formal versus informal style

Official publications must be concise, clear, factually accurate, and pertinent. Make the style of a publication
appropriate for the user and for the purpose intended. Styles of writing depend on whether the information being
presented is directive or informational. The differences are discussed below.

a. Mood, tense, and voice.

(1) The imperative mood (“do”), the future tense (“will”), and the word “must” are the language of command. Since
they indicate no choice of action, use them in publications that are directive and those that prescribe procedures.

(2) “Can” and “may” are used to permit a choice and express a guideline.

(3) “Should” is advisory and indicates a desirable procedure.

(4) The present tense (“does” and “is”) is descriptive rather than directive. Use it to explain standard practice.

(5) Use the active voice when possible.

b. The use of personal pronouns. The use of personal pronouns is limited in both directive and informational
publications. Use personal pronouns as follows:

(1) The wordsl and we are not to be used in either directive or informational publications.

(2) The wordyou may be used in informational publications but not in directive ones. However, imperative
sentences, which contain an understgogl may be used in directive publications. For example, “Mail two copies of
the form.”

(3) He, she, and they are the most commonly used pronouns in both directive and informational publications.
However, when usindgie and she, observe neutral language requirements (para 2-5, below).

c. The use of command language. Directive publications are more formal because their sentences state mostly
commands. Informational publications are informal because their sentences are mostly descriptive. The reader interprets
a statement as a command, recommendation, suggestion, or description, depending on the verb forms used.

(1) To command an action, use—

(@) A verb in the imperative moodid). Verbs in the imperative mood are often used in procedures. For example,
“Set up a printer.”

(b) The verbwill. The wordwill, as used in statements of command, is generally restricted to statements of
responsibility. For example, “Battery commanders will set up a perimeter defense.”

(c) The verbmust. For example, “Battery commanders must set up a perimeter defense.”

(2) To recommend or suggest an action rather than command it, use—

(a) The verbshould. This verb strongly recommends an action. For example, “Battery commanders should include
automatic weapons in the perimeter defense.”

(b) The verbsmay andcan. These verbs suggest an action, leaving the choice to the reader. For example, “The chief
of a firing battery may assign section chiefs to set up perimeter defenses for their areas.”

(3) To merely describe a standard practice, use a verb in its present tense, indicative moaslofadoss). For
example, “Battery commanders assign perimeter defense responsibilities to the chief of firing battery.”
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2-5. Neutral language

Most administrative publications apply to both men and women in the Army. They must be written in neutral language
to reflect this fact and to prevent the possibility of sex discrimination through misinterpretation. To write in neutral
language, use sexually neutral terms rather than sexually specific ones.

a. Do not specify gender unless it is necessary. When the publication applies to both men and women, avoid using
terms or phrases that apply to only one sex. For example, do not write “officers and their wives,” neglecting the fact
that there are female officers. Instead, write “officers and their spouses.” At times the writer must use gender specific
wording. For example, if writing about uniforms for female soldiers, use sexually specific feminine pronouns.

b. Reword sentences to remove sexually specific pronouns as in the following examples:

(1) Sexually specific. The commander may not direct that an evaluation be changed. He may not use command
influence to alter an honest evaluation.

(2) Neutral. Commanders may not direct that an evaluation be changed. They may not use command influence to
alter an honest evaluation.

¢. Use variations ofhe or she when a singular pronoun is needed to refer to both sexes as in the following
examples:

(1) Sexually specific. The rated officer will perform each assigned or implied duty to the best of his ability.

(2) Neutral. The rated officer will perform each assigned or implied duty to the best of his or her ability.

2-6. Jargon
Jargon is a special vocabulary used in a particular art or profession.

a. The Army has its own jargon, and use of this jargon is often unavoidable. If all soldiers can understand a term or
it describes a function that no other term describes as well, its use in a publication is usually acceptable. In general,
limit the use of jargon as much as possible when writing an Army publication.

b. Avoid using corruptions of language, which usually result when writers try to make their publications “sound like
regulations.” The following phrases are examples of corruptions of language: “in accordance with the appropriate
provisions of;” “the aforesaid recommendation constitutes affirmation and/or concurrence of;” or “optimal organiza-
tional flexibility within established parameters.”

2—7. Using abbreviations and acronyms

a. Type. The types most commonly used in publications are acronyms and brevity codes. An acronym is an
abbreviation formed from the letters or syllables of a group of words and is pronounced as a word. For example,
AWOL for absent without leave.

b. Use. Guidelines for using abbreviations follow:

(1) An abbreviation may be used in publications regardless of whether it is listed in an authorized dictionary of
military abbreviations. An authorized abbreviation may also be given a new meaning that is not included in a military
dictionary. If an abbreviation is used that is not listed in a dictionary or if one is given a new meaning, contact the
proponent of the dictionary in which the abbreviation or new meaning should be listed and request that it be included.

(2) Limit the use of abbreviations. Excessive use of abbreviations impairs the readability of a publication. When
there are many abbreviations, the user has trouble remembering all their meanings. Avoid including the abbreviation of
a term just because it is listed in an authorized dictionary. Use the abbreviation only if the term is used throughout the
publication and the user must know its abbreviation.

(3) In narrative, shortened forms of words should not be used. For example, do timtuus&AP, or avn in a
narrative—spell outhrough, as soon as possible, and aviation. Such abbreviations may be used in figures and tables,
however, and they must be explained in a note or legend directly beneath the table or figure.

(4) The first time an abbreviation or acronym is used in text, define it. Spell out the term and follow it with the
abbreviation in parentheses. For example, “The publications stockroom manager (PSM) will manage the installation
stockroom.” Once the abbreviation has been defined, it can be used alone throughout the rest of the publication.

(5) List and define all abbreviations, acronyms, and special terms used in the publication in a glossary. (For
administrative publications, also see para 10-28.)

(6) Do not use an acronym or abbreviation to represent more than one term in a single publication.

2-8. Mailing and e-mail addresses, titles, dates, and telephone numbers

a. Mailing addresses. In developing the publication, make sure that all mailing addresses are complete and correct
and include nine-digit ZIP codes. Formats and content for mailing addresses are prescribed in AR 25-1, AR 25-50,
and AR 25-51.

b. E-mail addresses. The e-mail address of an organization (not a personal e-mail address) may be used in Army-
wide publications. E-mail addresses containing proper names must not be used. When an e-mail address is used, ente
the complete e-mail address in all lower-case letters.

c. Titles. When referring to the head of an organization in other than an address, use his or her official title.

d. Dates. All publication dates on covers and title pages must be fully written out (for example, 31 March 1997, 15
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January 2000, or 20 December 2010). All dates in the text of publications must also be fully written out. The date on
the cover of doctrinal and training publications must be written as month and year (for example, June 1998).

e. Telephone numbers. Do not use telephone numbers in publications unless the number—

(1) Supports health or safety issues.

(2) Contributes to the prevention of personal injury or loss of life.

(3) Supports some other critical or emergency function.

f. Facsimile (fax) numbers. The facsimile number belonging to an organization (not a personal facsimile number)
may be used in publications.

2-9. Using office symbols
Office symbols were originally developed only for use in correspondence. These symbols are now commonly used as
office designations. Office symbols may be used in publications, but they should be used sparingly. Guidelines for
using office symbols follow:

a. An office symbol may be used to cite a mailing address. The format to be used is “USAPA (JDHQSV-PAP-A),
2461 Eisenhower Avenue, Alexandria, VA 22331-0302.” (See DA Pam 25-50 and AR 25-51 for use of office
symbols in mailing addresses.)

b. Office symbols may be used to identify a certain office within an organization. For example, to refer to the
Publishing Management Division within USAPA, “USAPA (JDHQSV-PAP)” should be used. If a writer refers only to
the command, the acronym (for example, USAPA) should be used, or the writer can spell out “United States Army
Publishing Agency (JDHQSV).”

¢. When writing a series of office symbols that belong to the same organization, use the command title only once
(USAPA), then provide the series of office symbols. For example, “USAPA (JDHQSV-PAP-L, JDHQSV-PAP-D,
and JDHQSV-PAP-I).”

2-10. Using textual notes
A textual note is an explanatory comment inserted in the text. Textual notes are to be used sparingly and kept brief.
a. Use a textual note only to add vital information to explain a subject more clearly. Avoid using a textual note to
set apart or emphasize a particular point.
b. Use a note only when the material to be added cannot be worked smoothly into the paragraph where it applies or
cannot be inserted as a parenthetical comment. Most textual notes are not needed.
c. Insert a textual note at the end of the paragraph that it applies to. Put it immediately below the last line,
introducing it with the wordNote typed flush with the left margin.

2-11. Footnotes

In text, use footnotes only when necessary. Number them consecutively within each chapter (or section, if there are no
chapters). In figures and tables, number footnotes consecutively from left to right across and then down the page.
Textual footnotes appear at the bottom of a page and refer to information presented in the narrative of the page. The
only references to be cited in these footnotes are non-Governmental publications. Footnotes are seldom needed in
publications because most additional material can be inserted into a paragraph as ordinary text or can be added as a
parenthetical expression. When preparing textual footnotes using a word processing program with footnote and endnote
capability, use the footnote option. (Contact USAPA (JDHQSV-PAP-A)) for instructions for indicating footnotes in
manuscripts.

2-12. Parenthetical comments

a. A parenthetical comment is text enclosed within parentheses and inserted into a sentence. It offers additional
information related to the subject of the sentence. Parenthetical comments are often introduced with suclioterms as
example, including, and such as. Spell out the introductory phrases instead of using the abbreviaignsr i.e.

b. Enclose a parenthetical comment in parentheses and put it next to the related subject. Avoid placing a parentheti-
cal comment that is a full sentence into a sentence. This can cause confusion, especially if the parenthetical sentence is
long. If possible, put a parenthetical sentence after the sentence it relates to or at the end of the paragraph.

2-13. The use of “Commander” versus “Comanding General”

a. When citing a mailing address, u€ommander when the head of the organization has the official title of
commanding general or commander. When the head of the organization has another official title (such as director,
superintendent, or commandant), use that title in the mailing address.

b. When referring to the head of an organization in narrative text, use the individual's official title.

c. Examples of proper title use follow:

(1) The Commanding General, U.S. Army Forces Command must approve all requests. Submit requests in writing
to Commander, U.S. Army Forces Command, and Fort McPherson, GA 30330-6000.
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(2) The Commander, Military Traffic Management Command, must approve all requests. Submit requests in writing
to Commander, Military Traffic Management Command, 200 Stovall Street, Alexandria, VA 22332.

(3) The Commander, U.S. Army Special Operations Command, must approve all requests. Submit requests in
writing to Commander, U.S. Army Special Operations Command, Fort Bragg, NC 28307-5000.

2-14. Names of individuals and technical terms
a. Army-wide publications must not contain names of individuals.

b. Technical, specialized, or terms specific to a particular Army-wide publication should be correctly spelled
consistently throughout the publication.

2-15. Recognition of agencies or individuals

a. Army-wide publications must not contain the insignia of or a notice indicating the preparing agency. This
restriction does not preclude identifying the proponent to encourage user comments. Official publications must not
contain credit lines or bylines of Army authors, artists, illustrators, or photographers, or the names of persons who
assisted in their preparation.

b. General historical volumes are an exception. They must identify the author by name and essential biographical
data. Each volume may contain the names of advisers and agency staff members whose identities would lend prestige
and credibility to the volume. The head of the preparing agency must make this decision.

(1) “Front” (preliminaries) of a general historical volume, including the foreword and author’s preface.

(2) The author’s preface in a general historical volume must include a statement that the author is responsible for
interpretations and conclusions made and any errors of omission or commission.

¢. Courtesy credit lines may be given only for uncopyrighted materials contributed or loaned by non-Government
parties. Do not give courtesy credit lines for materials purchased by the Army. This rule does not apply to notice of
copyright when a license to use copyrighted material has been purchased. These credit lines must not dominate the
publication. Courtesy credit lines must reference and identify the specific material in the publication that applies to the
credit line. The courtesy credit line must be placed on the cover page or on the title page if there is no cover page.
Also, the specific information in the text must be identified in a footnote unless the credit line applies to the entire
publication. The footnote must either refer to the cover page (or title page if no cover page) for details of the courtesy
credit line or give the full courtesy credit line.

d. Bylines are permitted in periodicals.

2-16. Certifications

a. Include requirements for personal certifications, such as “I certify that,” in DA publications only when they are
required by law or agencies outside DOD or when they are essential to Government business. Echelons below HQDA
must not create certification unless the principal HQDA official approves it as essential to Government business.

b. Include the following statement on each request to USAPA for publishing or approval to publish a publication or
form that contains requirements for certification: “The certifications contained in or prescribed by this publication are
required by law or agencies external to the Department of Defense or are essential to the conduct of the business of the
Government.”

2-17. The metric system

a. The metric system of measurement is the preferred system of weights and measures for U.S. trade and commerce
The metric system must be used in grants, procurements, and other business-related activities. All weights, distance,
guantities, and measures contained in all Army publications must be expressed in both U.S. standard and metric units
(see table 2-2). All Army programs and functions must use the metric system, especially those related to trade,
industry, and commerce.

b. A listing of preferred metric units for general use is contained in Federal Standard 376B.

c. For Army-wide publications that fit the criteria & above, measurements must be converted to the metric system
as the publications are revised on normal schedules or new publications are developed.
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Table 2-2

English—metric conversion table

English size Metric equivalent
8 ¥2 X 11 inches 216 X 279 mm

8 ¥2 X 14 inches 216 X 356 mm
10 % X 14 ¥a inches 273 X 362 mm
11 X 17 inches 279 X 432 mm
14 X 20 inches 356 X 508 mm
15 X 18 inches 381 X 457 mm
17 X 22 inches 432 X 559 mm
19 X 25 inches 483 X 635 mm
22 X 29 inches 559 X 737 mm
22 X 34 inches 559 X 864 mm
23 X 36 inches 584 X 914 mm
25 X 38 inches 635 X 965 mm
34 X 44 inches 864 X 1118 mm
45 X 48 inches 1143 X 1219 mm
42 X 58 inches 1067 X 1473 mm
48 X 54 inches 1219 X 1372 mm

2-18. Advertisements and trade names

a. Army publications or other Army printed matter prepared or produced with either appropriated or nonap-
propriated funds or identified with a Government activity must not contain—

(1) Any advertisement inserted by or for any private individual, firm, or corporation.

(2) Any material that implies that the Government endorses or favors a specific commercial product, commodity, or
service.

b. Commercial advertising is acceptable in—

(1) Civilian enterprise publications supplied free of charge to Army activities under the provisions of AR 360-1.

(2) Appropriate civilian media under the morale, welfare, and recreation (MWR) program. These programs may
display advertising of commercial MWR sponsors of programs and events in appropriate civilian media subject to the
conditions and restrictions of the MWR commercial sponsorship program. (See AR 215-1 for additional program
guidelines.)

c. Products cited in publications must be described or referenced with standard Army nomenclature or specifica-
tions. (The use of trade names must be kept to a minimum; such use could be claimed as the Army’s endorsement of
the product. If necessary, a disclaimer should be included, such as, “Providing this information does not constitute the
Army’s endorsement of the product.”) Questions concerning use of a trade name should be referred to the servicing
legal counsel.

Section Il
Preparing lllustrations and Tables

2-19. Essentiality of illustrations
lllustrations will be used only when they relate entirely to official business and directly to the subject matter.
Preparation and resolution of graphics may vary depending on their use, whether they require high resolution for
quality printing or low resolution for Web use. Questions on illustrations should be referred to Director, USAPA, and
ATTN: JDHQSV-PAP-F, Alexandria, VA 22331-0302. lllustrations should only be used if they—

a. Contribute to clear understanding of the subject matter or permit a substantial reduction of the narrative portion of
a publication.

b. Are functional in design.

c. Are consistent with DA policies regarding nondiscrimination based on sex, race, color, religion, national origin,
political or other affiliation, marital status, age, or nondisqualifying physical handicaps.

d. Do not glorify or promote any person.
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e. Are in good taste and are not offensive.

2-20. Unacceptable artwork
The following items generally are not acceptable as reproducible artwork:

a. Line reproduction. For line reproduction—

(1) Weak, broken, or filled-in lines or lettering.

(2) Computer printouts containing weak or broken characters or on greenbar paper.

(3) Xerographic copy. Use of blue rather than black ink, ballpoint, cloth ribbon instead of carbon film, laser printer
output less than 300 dots per inch (dpi), or dot matrix printouts.

(4) Artwork created for use on the Internet is viewed at 72 dpi. All line artwork created for online use only should
be kept at the lower resolution. Graphics for the Electronic Publishing System (chap 10), however, will generally be
stored at 300 dpi, and some artwork may require higher resolution if printed output is to be supported.

b. Halftones . Halftones are very large digital files compared to line art files, and because of this they may not be
efficient for publication on CD-ROM; also, they may slow Web bramsindownloading. For halftone
reproduction—

(1) Continuous tone film negatives of any size, halftone-screened negative films not made to the exact size required
for the intended publication, and all halftone-screened film positives.

(2) Any print that may fade when exposed to light or that may become stained because of age or improper chemical
processing.

(3) Original art done in pencil, pastel crayon, or other soft medium that is not properly fixed with a protective
coating.

(4) Previously used artwork that has become soiled because of age, mishandling, or excessive correction.

(5) lllustrations that have bled.

(6) Printed halftone illustrations.

2-21. Line illustrations

a. A line illustration is a black image on a white or nonreproducible blue background. Its form for submission as
camera copy may be original ink renderings, photocomposed pages, diagrams, forms, or high-contrast photocopies of
originals. Clean, high-quality electrostatic copies of original line art are acceptable as camera copy for illustrating
filled-in specimens for forms or illustrations. Forms with fine patterns of dot or line shading over lettering, or those
printed in a color other than black require graphic services before filling in as illustrations. Line illustrations from
printed matter containing such patterns or colors also require graphic services before they are submitted for publishing.

b. Border rules must not be used on line drawings unless they are essential. Essential border rules, such as those
used to separate parts of a multi-view illustration, must not be excessively heavy.

2-22. Figures

A figure, like a table, can be used to explain or clarify material or replace complex narratives with a simpler and more
easily understood explanation. A figure is an illustration—any map, drawing, graphic aid (for example, a graph, flow
chart, or filled-in form) or other pictorial device—put into a publication. The first figure in chapter 1 must be figure
1-1, followed by figure 1-2. The first figure in chapter 3 must be figure 3-1, and so forth. Figures follow tables.
Submit hard copies of figures as well as electronic files.

a. Types of figures. Generally three types of figures appear in Army publications: text figures (for example, sample
formats); line art illustrations; and completed samples of forms. Use halftone illustrations only when line art cannot be
used.

b. Non-electronic publications. Place figures as close to the figure reference as possible.

c. Electronic publications. Place figures where cited.

2-23. Tables
Tables, which are systematic listings of information in columns and rows, can explain or clarify material, or they can
replace and simplify complicated narrative. Tables, like figures, are used to explain or clarify material or to replace
complex narratives with a simpler and more easily understood explanation. Some types of reference materials (such as
weights, measures, or troubleshooting information) can also be presented in tables.

a. Types of tables. The four types of tables most often used in Army publications are standard tables, specified
action tables (SATs), decision logic tables (DLTs), and text tables.

(1) A standard table is simply data arranged into columns and rows. (Fig 2-2 shows sample entries of a standard
table.)
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Table 5-2
Assignment codes

Duty status Personnel status Required code
Active duty Officer A
Active duty Enlisted B

Figure 2-2. Sample entries of a standard table

(2) A text table shows data with the column heads running vertically down the page instead of horizontally across
the page. Figure 2-3 shows sample entries of a text table. (This figure is a text-table version of the standard table
entries in fig 2-2.)

Table 5-3

Assignment codes

Duty status: Active duty
Personnel status: Officer
Required code: A

Duty status: Active duty
Personnel status: Enlisted
Required code: B

Duty status:

Personnel status:
Required code:

Figure 2-3. Sample entries of a text table

(3) A SAT shows related actions that are usually taken in a certain sequence. Table J-9 in appendix J is an example
of a SAT.

(4) A DLT prescribes actions that depend on certain conditions. It shows an if-then-relationship. If certain condi-
tions exist, then certain actions are taken. Table J-1 in appendix J is an example of a DLT.

b. Preparation guidance. The first table in chapter 1 must be table 1-1, followed by table 1-2. The first table in
chapter 3 must be table 3-1, and so forth.

(1) When using tables, make them as simple as possible so that they are easy to understand and use. When
preparing a hard copy manuscript of tables, type them on separate sheets of paper for ease of handling by the printer.
Do not make tabular material part of a paragraph. Instead, present it as a numbered table and cite it in the text. Use the
table-creating program in your word processing software, preferably using templates provided by USAPA. Do not
make tables using spaces or tabs. Do not waste effort in making tables typographically complex. If you have large or
multi-page tables, coordinate with JDHQSV-PAP-E before submission.

(2) When preparing tables, use the following additional guidelines:

(a) Non-electronic publications . Place tables as close to the table reference as possible.

(b) Electronic publications. Ensure tables appear where cited. Tables come before figures. For very complex tables,
submit hard copies of tables as well as electronic files.

2-24. Forms

When a form is prescribed for the Army, do not illustrate it if it is simple in design and required entries are clear. If a
form or its instructions are complex and could be misunderstood, illustrate it with sample entries. Sample completed
forms may also be illustrated to reduce the need for detailed narrative instructions. Do not illustrate blank forms that
are to be extracted from the publication for local reproduction purposes. Line art requirements apply for illustrated
forms (para 2-21). (For detailed information regarding forms, see DA Pam 25-31.) In digital publications, citations of
forms will invoke either graphics of filled-in forms or the actual form itself in the appropriate software.
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2-25. Negatives
Lithographic negatives must comply with standards in MIL-HDBK-38790.

2-26. Publishing illustrations in color

a. Multicolor publishing (to include printing, duplicating, and self-service copying) meets the valuable contribution
requirement in the following cases:

(1) Maps and technical diagrams in which extra color is necessary for clarity.

(2) Object identification, such as medical specimens and diseases.

(3) Safety programs, fire prevention programs, Savings Bonds programs, and competitive areas of personnel
recruiting.

(4) Areas in which cost savings can be clearly identified and soundly predicted if multicolor is used.

(5) Programs that are required by law and whose success depends on the degree of public response. The proper us
of colors must clearly contribute to getting the desired response. Examples of such programs are promotional or
motivational programs (such as public health, safety, and consumer benefits) and programs to encourage use of
Government facilities (such as Social Security, Medicare, and veterans’ benefits).

(6) Color illustrations or photographs downloaded from Web sites are usually not of high enough quality for use in
printed media, and their formats are not usually appropriate for use on a press. If approval for color has been granted,
original artwork or photos should be provided whenever possible.

(7) Color illustrations or photographs for use on the Web only, after approval, need only to be scanned at 72 dpi in
RGB (red, green, blue) format. Color is viewed on the screen only in RGB format; color printing uses cyan, magenta,
yellow, and black screens. Provide original artwork or photographs for printing on paper.

b. Before creating artwork, submit requests for approval for multicolor departmental publishing, with full justifica-
tion, through command channels to Office of the Administrative Assistant to the Secretary of the Army, ATTN:
SAAA-ESOM-PO, 105 Army Pentagon, Washington, DC 20310-0105. Preliminary sketches and visuals should also
be sent to avoid wasting time and money on the completion of artwork that may not be approved for publishing. (This
subparagraph does not apply to two-color printing used in decentralized publishing.)

c. Three- or four-color process printing and duplicating in continental United States (CONUS) Army field printing
and duplicating facilities is prohibited. When procuring three- or four-color printing and duplicating through the
Document Automation and Production Service (DAPS), the criteraaaind b, above, must also be considered before
the designated functional manager approves.

2-27. lllustrators’ signatures

a. Signatures of illustrators may appear on original freehand renderings, but they may not be a dominant element of
the illustration.

b. Guidance on credit lines and bylines is in paragraph @-15

2-28. Size of artwork

For publications that are intended for digital presentation, artwork should be sized for effective viewing on a standard
monitor, and it should be provided to USAPA in an appropriate digital format. If not available in electronic format,
artwork should be scanned at 300 dpi (higher resolution may be required for printing or for special applications).
Artwork that must show many fine details should be kept at the maximum size. Artwork for filled-out forms should be
prepared with a filled-in electronic form; if the form is to be filled in by hand, print out the electronic form on high-
quality paper and fill it in. USAPA will scan artwork when necessary.

a. Reduction. Make original artwork large enough to indicate clearly all details of the subject. Creating very large
artwork is counterproductive, however, if detail is lost when it is reduced to screen size or printed-page size. If artwork
can be prepared at the same size as its presentation size, it will be more effective.

b. Scanned graphics dimensions. New figures for administrative publications should be designed with an eye to their
final published size. If not provided in electronic format, full-page graphics should be scanned at 300 dpi to width=6.45
inches (164mm) and depth=8.45 inches (214mm); half-page graphics to width=6.45 inches (164mm) and depth=4.20
inches (107mm). Do not scan the figure title line in the graphic.

2-29. Submission and retention of artwork

a. When submitting the manuscript make sure that all illustrative material is complete. Only artwork that is to be
submitted to the printer, requires an acetate overlay, or has parts pasted together to form the artwork must be mounted
All mounted artwork must be properly cropped, sized, and identified. (See parl, Z8e, for final crop
dimensions.)

b. Artwork for illustrations in a publication will be returned to the proponent after publication. Proponents should
store these because they may be used later in a revision or reprint of the publication.

c. Proponents should retain camera-ready copy of text (if applicable) and original illustrations. When negatives or
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digital files are not available for reprinting, original camera-ready copy will produce better quality images than will
previously printed samples.

2-30. Service provided by USAPA

a. Design and preparation of camera-ready materials. Upon request, USAPA may provide limited assistance in the
preparation of artwork for DA publications initiated by HQDA agencies. This service is not intended to replace the
specialized work performed by art advisers and technicians of those agencies. Before signing any contract or procure-
ment for design and/or preparation of camera-ready material, obtain USAPA approval of the proposed design.

b. Art direction and consultation service. USAPA may provide, on request, art direction and consultation service to
help other HQDA agencies and MACOMs prepare or procure artwork for military publications. The commercial
procurement of illustrations, camera-ready pages, and design services are funded separately by the proponent agency.
Advance planning and preparation time will be needed for USAPA processing and printing schedules. (Send requests
for this service to Director, USAPA, ATTN: JDHQSV-PAP-F, Alexandria, VA 22331-0302.)

¢. Reimbursable services. USAPA may also provide other services on a reimbursable basis. For further information
on these services, contact business.services@usapa.army.mil.

Section IV
Using References in Publications

2-31. Types of references

A reference to a publication or blank form in the text of a publication is called a textual reference. (References given in
lists, such as in a reference paragraph or reference appendix, are not considered textual references.) A textual reference
tells the user where to find information. Army-wide publications use two types of textual references:

a. BExternal references. External references are those that refer to part or all of another publication. External
references can be used to avoid putting large amounts of needed information from other publications into the
publication being written. However, the use of many external references becomes inconvenient; the publication being
written should stand alone and be as complete as possible without excessive duplication of material. All the informa-
tion the user needs to understand in order to comply with the publication should be included within it. The use of
external references should be limited as follows:

(1) Cite another publication as a “related” reference to inform the reader of the source or authority for information
being included in a publication.

(2) Cite another publication as a “required” reference only if the user needs to read it in order to understand or
comply with the publication being written. Before citing another publication as a required reference, consider the
following two alternatives:

(a) Determine if the material to be used can be summarized in approximately three or fewer manuscript pages. If so,
include a summary of the material in your publication and cite its source as a related publication.

(b) Determine if the needed material can be extracted from the other publication and included verbatim in either the
body or an appendix of your publication. Extracted material should not exceed approximately three manuscript pages in
length.

b. Internal references. Internal references cite a part or division of the publication itself and allow the writer to
avoid repeating the details about a certain subject every time it is mentioned in the publication. However, writers are
cautioned not to use too many internal references because they force the reader to page back and forth in the
publication. Cross-reference a subject only if the user needs to read the full explanation.

2-32. Using specific references
All references cited must be current and available. To ensure the usefulness of references, observe the following:

a. Avoid referring to a part of a publication that merely refers to another internal or external reference.

b. Cite specific publications and specific parts of publications. Specific references can be automatically forged into
active links in the digital files.

(1) Do not use vague references such as “current directives,” “DA instructions,” “existing regulations,” and “per-
tinent publications.”

(2) Cite the specific part of the publication where the information can be found. For example, if the information is
in a specific paragraph, cite only that paragraph number. If the user is to read a whole section or chapter, cite the
section or chapter number. Cite a whole publication only if the user is to read all of it or if there are too many specific
parts to list.

c. Do not cite temporary publications in permanent ones. Do not cite a circular or numbered HQDA letter in a
regulation or pamphlet. Once the temporary publication expires, it is unavailable to the user and references to it are
useless.

d. DOD issuances (Department of Defense directives (DODDs), DOD instructions (DODIs), or publications) gener-
ally are not to be cited as references.
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(1) If the publication is the implementing directive for all or part of a DODD or DODI, the DODD or DODI or part
is cited in the summary statement to tell the user the publication is the implementing directive.

(2) If a user is to refer to material in a DODD or DODI—

(a) Check to see if an Army implementing directive exists for it. If so, cite that publication rather than the DODD or
DODI.

(b) If there is no implementing directive, include the material the user needs from the DODD or DODI in the
publication being written. It can be included in the publication in several ways. It can be summarized in the body; an
extract of it can be placed in the body; or an extract can be put in an appendix. When material is extracted from a
DODD or DODI, there is no limit on the amount that may be included. However, remember that extracted material
included in an Army publication may change; accordingly, use of Internet links is recommended if the publication is
intended for an audience who can use that information resource.

e. When possible, avoid citing publications that have a higher level of distribution than the publication being
written, especially if they are to be cited as required publications. Instead, consider summarizing or extracting material
from such publications.

f. Avoid citing publications (especially as required references) that have a higher security classification than that of
the publication they are being referenced in—some users may not have access to the cited publication. However,
information in a classified publication that is classified at the same level or at a lower level than the publication being
written may be paraphrased or extracted.

g. Give the source of supply for Army users when citing a publication or form not listed in DA Pam 25-30. Check
to see that all references are current and accurate.

h. Do not cite agency and command publications and forms in DA publications.

i. List all cited publications, forms, and requirement control symbols (RCSs) in appendix A, References. Show the
type, number, and title of each publication, form, and RCS. Divide the references appendix into four numbered sections
titted, “Required Publications,” “Related Publications,” “Prescribed Forms,” and “Referenced Forms.” All four sections
are mandatory. If any section has no entry, please state that.

j- List all RCSs at the end of section Il of the reference appendix.

2-33. Citing forms and publications

a. Citing forms. The first time a form is cited in the body of a publication, give the abbreviation for the type of form
it is, its number, and its title in parentheses. For example, “DA Form 4569 (Requisition Code Sheet) will be used to
requisition publications.” However, if the form is first cited in the title of a division, give only its number; then, in the
text, repeat the number and state its title. For example: If the division title is “Use of DA Form 4569”, then the
paragraph below will read, “DA Form 4569 (Requisition Code Sheet) will be used to . . . .”

b. Citing Government publications. In text, when citing a publication of the Army or another Government agency,
state the type of publication it is and its number but do not give its title. (For example, “The distribution of DA
publications is discussed in AR 25-30.") When listing references in a reference paragraph or appendix, include the title
of the publication.

(1) Army administrative, doctrinal, supply, technical, and equipment publications. State the abbreviation for the type
of publication it is; then give its number. (For example, “AR 25-30" for “Army Regulation 25-30.")

(2) Multi-Service publications. State the type of publication and number for each Service or agency. For example, a
multi-Service Army, Air Force, Navy, and Marine Corps regulation should be cited as “AR 190-5/AFR 125-14/
OPNAV 11200.5C/MCO 5110.1C/DLAR 5720.1.”

(3) DOD issuances (DODDs, DODIs, or publications). State the agency abbreviation (DOD), then give the publica-
tion number and the abbreviation for the type of publication. This abbreviation for the type of publication will either
follow “DOD” or the publication number. For example, “DOD 5200.1,” “DODI 5201.2,” DOD 5200.1-R,” or “DOD
5200.1-M.™

(4) Publications from other Government agencies. Give the abbreviation for the agency, the abbreviation for the
type of publication, and its number. For example, “VA IB 11-27."

(5) Legal publications. The first time a legal publication is cited, spell out fully the type of publication it is and all
of its cited parts. In parentheses following this full reference, give the abbreviated reference, which should then be used
in all later references to the publication. For example, write a first reference to United States Code (USC) as follows:
“Conditional gifts to the Army may be accepted under section 2601, title 10, United States Code (10 USC 2601).” For
later references to this same code, simply write, “10 USC 2601.” Questions concerning the format for references to
legal documents should be directed to OTJAG (DAJA-AL). Table 2-3 gives more examples of citations of legal
publications.
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Table 2-3
Citing legal publications

Publication

Sample full reference

Sample abbreviated reference

1. Acts of Congress (not in the United
States Code)

Section 2, Act of 22 March 1961, Public
Law 87-3, Volume 75, US Statute at
Large, p. 5

Section 2, Act of 22 March 1961, PL 87-3, 75 Stat
5

2. Code of Federal Regulations

Section 1, Part 49, Title 32, Code of
Federal Regulations

32 CFR 49.1

3. Decisions of the Comptroller General
of the United States

Published decision:

volume 7, Decision of the Comptroller
General, 1924, p. 341

Unpublished decision:

Manuscript B-136430, Decision of the
Comptroller General, 9 July 1958

Published decision:
7 DCG 341 (1924)

Unpublished decision:
MS DCG B-136430, 9 July 1958

4. Executive Ordert

Executive Order 11490, Section 211, Ti-
tle 3, Code of Federal Regulations

EO 11490, 3 CFR 211

5. Executive Proclamation!

Presidential Proclamation 3632, Section
12, Title 3, Code of Federal Regulations

Pres Proc 3632, 3 CFR 12

(2]

. Federal Register

Volume 33, Federal Register, p. 5495

33 FR 5495

~

. Manual of Courts-Martial

paragraph 90a, Manual for Courts-Mar-
tial, United States, 1969 (Revised Edi-
tion)

Paragraph 90a, MCM, 1969 (Rev. ed.)

8. Opinions of the Attorney General

Volume 9, Opinions of the Attorney Gen-
eral, 1859, p. 371

9 Op Atty Gen 371 (1859)

9. Supplements to the United States
Code

Supplement Il, Section 1715h, Title 12,
United States Code, 1964 edition

12 USC, 1964 Ed., Supp II, 1715h

10. Uniform Code of Military Justice

Article 31(a), Uniform Code of Military
Justice

UCMJ, Art. 31(a)

11. US Code?

Section 101, Title 10, United States
Code

10 USC 101

12. US Revised Statutes

Section 298, Revised Statutes (Section
118, Title 31, United States Code)

RS 298, 31 USC 118

Notes:

1 When an executive order or presidential proclamation appears in both a Code of Federal Regulations (CFR) and the Federal Register (FR), cite the CFR.
If an order or proclamation does not appear in a CFR, cite the FR in which it appears.
2 When a statute appears in the U.S. Code, do not cite the statute; cite the code. However, if a statute has a commonly used name, it may be cited as in the

following examples:
3 Full Reference:

4 Section 665, Title 31, United States Code (The Anti-deficiency Act, section 3679, Revised Statutes)

5 Abbreviated Reference:

6 31 USC 665 (The Anti-deficiency Act, RS 3679)

c¢. Citing non-Government publications. The first time that a non-Government publication is cited, use a footnote to
furnish publishing information. To this footnote, add the following comment: “Later references to this publication will
consist of a short title and page number inserted within parentheses in the text.” For example, if Wilson Follett’s
Modern American Usage is cited several times in the publication, use a full footnote for the first reference and add to it
the comment shown above. Later references in text, following the material used from the book, shouMadsad “(

Usage, p. 64).”

2-34. Citing parts and divisions
Most references to publications must include a part (figure, table, or appendix) or a division of the publication (chapter,
section, or paragraph) as well as the publication number. This practice makes navigating a digital publication more
efficient. Moreover, if the links are consistently explicit, software can automatically forge hotlinks in digital publica-
tions. (See table 2—4 for sample internal references.) The rules for citing divisions follow:

a. Cite the reference in descending order, with the publication number first, then the division. For example, a
reference to paragraph 2-11 of AR 25-30 should read “AR 25-30, paragraph 2-11."

b. Cite divisions and their subdivisions as follows:

(1) When referring to a paragraph, cite only the paragraph number, not the section, chapter, or appendix to which it

belongs.
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(2) When referring to a figure or table, cite only the figure or table number, not the paragraph, to which it belongs.

(3) When referring to a section, also cite the chapter, appendix, or glossary to which it belongs. For example, “AR
25-1, chapter 2, section I.”

c. Cite only the division or part number, not its title.

d. Spell out the names of divisions and parts; abbreviate them when enclosing them in parentheses. For example,
“The use of references is discussed in AR 25-30, paragraph 2-11"; “References must be specific (AR 25-30, para
2-11).”

e. When referring to a division or part, the name should not be capitalized unless it begins a sentence. For example,
“The use of references is discussed in AR 25-30, paragraph 2-24.”

f. Punctuate references to publication divisions (and parts) as follows:

(1) When citing a publication and its divisions, use commas to separate the publication number from the divisions
and the divisions from each other. For example, “AR 25-30, paragraphs 2-11, 2-13, and 2-16."

(2) When citing two or more publications and their divisions in one sentence, separate the publications with
semicolons to prevent confusion. For example, “AR 25-1, paragraphs 2-4, 2-6, and 2-8; AR 25-30, chapters 1, 4, and
7"

g. Write a series of references as follows:

(1) When citing more than one paragraph, section, or chapter of a publication, use thpanamidgph, section, or
chapter in the plural by adding an “s” (whether the name is spelled out or abbreviated). For example, “(AR 25-30,
paras 2-11 through 2-13)."

(2) When citing a series of paragraphs, figures, or tables that are all in the same chapter, repeat the digit
representing the chapter number. For example, “paragraphs 2-11, 2-13, and 2-16."

(3) When citing a number of publications, repeat for each one cited both the abbreviation for the type of publication
and the series number. For example, “AR 25-1, AR 25-30, and DA Pam 25-50."

Table 24
Sample internal references
RULE A B

If you are writing paragraph 3-5c¢(3)(c) and refer to paragraph | then your reference should read
1 3-5¢(3)(a) (a), above
2 3-5¢(3)(d) (d), below
3 3-5¢(2)(a) (2)(a), above
4 3-5c¢(4)(a) (4)(a), below
5 3-5¢(1) (1), above
6 3-5¢(5) (5), below
7 3-5b(2)(a) b(2)(a), above
8 3-5d(2)(a) d(2)(a), below
9 3-5b(1) b(1), above
10 3-5d(1) d(1), below
11 3-5a a, above
12 3-5e e, below
13 3-4 paragraph 3—-4

2-35. Citing required and related publications
External references are cited in text in different ways so the user can tell whether a publication being referenced is
required or related.

a. Cite a related publication by putting the publication number and division in parentheses following the quoted or
paraphrased material. For example, “References must be specific (AR 25-1, parp”3-11

b. Cite a required publication as follows:

(1) Use a “See” reference. Put in parentheses the Searébllowed by the publication number and division, and a
brief description of the information being referred to. For example, “References must be specific. (See AR 25-30, para
2-10 for distribution restriction statements.)”
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(2) Include the reference as a sentence in the narrative, citing the publication number and division and describing the
information you are referencing. For example, “The use of references is explained in AR 25-30, paragraph 2-24.”

Section V
Use of Copyrighted Material

2-36. Problems concerning copyrighted material

Refer problems concerning copyrighted material to your local legal counsel. If the local legal counsel requires
assistance, he or she should contact the Regulatory and Intellectual Property Law Division, U.S. Army Legal Service
Agency. All controversies relating to whether works prepared by Government employees are to be considered a
Government work, a work prepared as part of their official duties, must be referred to the Intellectual Property Law
attorneys, OTJAG, HQDA.

2-37. Copyright protection

a. Nature of copyright. The copyright owner has the exclusive right to make copies, publicly distribute copies,
conduct public performances, or publicly display the work and prepare derivative works. This is a property right, and
the owner may authorize others to exercise it. Use of the copyright without authority from the owner or as provided by
the copyright law is a wrongful taking of the property. Copyright releases received for a printed book do not
necessarily translate to an electronic dissemination authorization.

b. Limits to the exclusive right.

(1) There are numerous statutory exceptions to the owner’s exclusive right. Examples are fair use, library reproduc-
tion of single copies, certain classroom displays, and noncommercial performances. The exceptions recognize the
public’s need to use copyrighted material in certain circumstances without having to obtain permission. The fair-use
exception allows use, without the owner’s permission, of a portion of a copyrighted work for purposes of criticism,
comment, news reporting, teaching, scholarship, or research. (Such fair use includes some reproducing and distributing
of copies for educational purposes.) The statutory factors to be considered in determining whether a particular use
meets the fair-use exception are—

(a) The purpose and character of the use, including whether such use is of a commercial nature or is for nonprofit
educational purposes.

(b) The nature of the copyrighted work.

(c) The amount and substantiality for the portion used in relation to the copyrighted work as a whole.

(d) The effect that the use has on the potential market for or value of the copyrighted work.

(2) The copyright extends only to the particular expression of the author’s ideas; it does not apply to the ideas.
Other authors may copyright their independent, original works about the same subject. Normally, their copyrights will
not be subject to any rights of the first author.

c. Duration of copyright. The copyright attaches to the work as soon as the work is fixed in a tangible medium of
expression, even before publication. The copyright in U.S. works created on or after 1 January 1978 will normally last
for the life of the author plus 50 years. For anonymous U.S. works and U.S. works made for hire, the copyright will
last for the earlier period of 100 years from creation or 75 years from the date of first publication. The copyright in
U.S. works that are published and protected by copyright after 18 September 1906 and before 1 January 1978 and that
are properly renewed will last for 75 years from the date of first publication.

d. Notice and registration.

(1) When a work is published, all publicly distributed copies should bear a copyright notice in a place where it will
give reasonable notice of the claim of copyright. (See AR 25-30, para 2-5.) The notice must contain three elements:
the letter “C” in a circle, the word “Copyright,” or the abbreviation “Copr”; the year of first publication; and the
identity of the copyright owner. The year can be omitted from pictorial or graphic works.

(2) Omission of proper notice does not deny copyright protection to the work, except for U.S. works created before
1978.

(3) The copyrighted work may be registered with the Register of Copyrights; a valid copyright does not require
registration. Registration is required for an infringement suit seeking a remedy other than injunction (for example,
damages or lost profits).

e. Government publications.

(1) Works of the U.S. Government do not receive copyright protection. Such works are defined as those prepared by
an employee of the U.S. Government as part of that person’'s official duties. Thus, unclassified works of the
Government are in the public domain; unless their distribution is restricted, they can be freely reproduced, distributed,
or displayed by the public. If a work of the Government is included in a non-Government copyrighted publication, any
copyright notice on the final work must clearly state which part is copyrighted and which part is in the public domain.

(2) The Government may obtain and hold copyrights in works created by others through assignment, bequest, or
work-for-hire contract provisions. When such copyrighted material is used in a Government publication, the material
should bear a copyright notice. In cases where the Government only has a license to a copyrighted work created under
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a Government contract (which is the normal situation), a copyright notice identifying the contractor as the copyright
owner and the type of license the Government holds should be placed on all copies of the work.

f. Non-Government publications. Procurement of non-Government or commercial textbooks for use Army-wide is
not authorized.

g. Foreign copyrighted publications. By various treaties, nationals of other countries whose works are first published
outside the United States are often entitled to the same copyright protection in the United States as are U.S. nationals
and authors of works first published in the United States. If there is a question as to whether copyright protection
applies to foreign works, the situation may be quite complicated and the advice of local legal counsel should be sought.
Foreign governments, unlike the U.S. Government, may obtain and assert U.S. Government copyright protection in
their publications. The policy against copyright infringement applies equally to such copyrighted foreign publications.

2-38. Liability for infringement

Policy on liability for infringement is contained in AR 25-30, paragraphc.2V8hen preparing a request for
reproduction services under paragraph J-2, use DD Form 844 (Requisition for Local Duplicating Service), and follow
the instructions in eithea or b, below (depending on which edition of DD Form 844 is used).

a. DD Form 844, October 1978 edition. The requester may sign block 14 without a signed release by the copyright
owner if local legal counsel has determined that duplicating any copyrighted material contained therein unquestionably
falls within a statutory exception to the copyright holder's exclusive rights.

b. DD Form 844, February 1989. The requester should not sign block 8b (block 14 on the 1978 edition) requesting
reproduction services without verification that there is no copyrighted material attached, the material is covered by a
signed copyright release, or local legal counsel has reviewed the material and it unquestionably falls within a statutory
exception to the copyright holder’'s exclusive rights.

2-39. Manuscripts submitted voluntarily for publication in periodicals

a. Authors, both within and outside the Army, often submit manuscripts voluntarily for publication in periodicals.
Unless the manuscript is an official work prepared by a Government employee, it may be protected by copyright.
Obtain the author’s permission to publish a voluntary manuscript as set fartbetow. The procedures in paragraphs
2-40 and 2-41 do not apply to manuscripts obtained with permission, as provided in this paragraph.

b. Works prepared by Government employees as part of their official duties cannot be protected by copyright.
Copyright permission is not needed to publish such works; however, an appropriate notice in accordance with 17 USC
Section 403 must be given if such work is part of a copyrighted publication. Whether a manuscript is an official work
is not always clear; to avoid problems, a local legal counsel needs to make this determination before publishing the
manuscript. Unless it can be clearly established that a manuscript is an official work, obtain a clarifying statement from
the author when accepting the manuscript for publication. The statement should say that the manuscript is a work of
the Government, was prepared as part of the author’s official duties, and that no copyright exists in the work.

c. Written permission must be obtained to publish voluntarily submitted manuscripts. This guidance applies to
manuscripts that are written by Government employees but that are not official works of the Government and to
manuscripts that are not written by Government employees. Figshews-4he format for obtaining such
permission.
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Permission to Publish Manuscript

I am the author and owner of the copyright in an article entitled (title of
article), which has been submitted for publication in the (title of
publication), a publication of the Department of the Army. I grant the United
States Government royalty-free permission (1) to publish the article; (2) to
reproduce and distribute copies of, make derivative works of, and perform or
display publicly the article; and (3) to authorize others to do so for
governmental purposes. I (do) (do not) desire that a copyright notice
accompany the publishing of the article. (For copyright notice purposes, the
year of first publication of the article is (year).)

(Signature of author)
(Date)

Figure 2—4. Sample format: obtaining permission to publish voluntarily submitted manuscripts

2-40. Obtaining permission without charge

The copyright owner or authorized agent will usually grant permission to DA to publish or make copies of a work for
official purposes without charge. In obtaining permission, there is normally no need for the formalities required for
obtaining more substantial rights.

a. Generally adhere to the following guidance in writing a request for free permission:
(1) Request only the rights that are actually needed.
(2) Fully identify the material for which permission is requested.

(3) State the proposed use and conditions of the permission so that the owner or agent need only sign the request to
grant permission.

(4) Send two copies of the request to the copyright owner or duly authorized agent. The owner or agent may keep
one copy and return the other with the permission written on it.

(5) Enclose a self-addressed return envelope.

(6) Do not request the following:

(a) Signature by more than one corporate officer.

(b) Corporate seal.

(c) Corporate certificate.

(d) Warranty as to title.

(e) The return of more than one copy of the signed permission.

b. Use figure 2-5 as a sample format for the request for free permission to use copyrighted material. The format
includes a provision allowing the publisher to prohibit sale by the GPO. Omit this provision if it is expected that the
final Government publication will be sold through GPO.
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(Letterhead)
(Name of Company)
(Address)
(Salutation)

RELEASE

This office is preparing manuscript material for a publication to be issued for defense purposes
under the title (insert title when known).

Permission is requested to include in this publication the following material: (insert specific
information regarding the pages and lines of the illustration and/or text matter to be released)
from the work entitled (title), written by (author’s name), which was published by your
company.

Would you please indicate on one copy of this letter, in the space provided below, whether this

material may be used in the publication this office is preparing and whether an appropriate credit

line is desired? A self-addressed envelope is enclosed for your use.

(Signature of requester)
(Title)

Publisher’s permission:
Release to use requested material is hereby granted, royalty free.

The material covered by this release (may) (may not) be placed on sale by the U.S. Government
Printing Office.

If the Government publication is made available to the public for inspection and copying in
accordance with the Fréedom of Information Act or any other law, the material covered by this
release may be similarly made available for inspection and copying in context.

Credit line (is) (is not) requested.

(Name of copyright owner or authorized agent)
By (Company officer)

(Title)

(Date)

Figure 2-5. Sample format: request for free permission to use copyrighted material
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2-41. When to purchase licenses

a. The Government has a royalty-free, paid-up, world-wide, irrevocable, nonexclusive right to use, reproduce,
display, perform, distribute, and make derivative works for Government purposes of a work if the work was prepared
by a Government employee using Government time, material, or facilities, or if the work is directly related to the
official functions of the Government employee. Purchase no license in such cases.

b. Except as stated ia, above, a license and release under copyright or title to a copyright may be purchased for
either of the instances below:

(1) The extent of the publication rights desired or the intended use would make it unfair to request free permission.
(2) The copyright owner or duly authorized agent refuses to grant free permission, and use of the copyrighted
material is determined to be essential. In those limited situations where use of the work is determined to be essential
and where the owner or agent refuses to grant permission, the owner or agency should be notified that the Government
intends to use the work and that the remedy of the owner or agent is to seek monetary compensation by filing either a

suit or an administrative claim of copyright infringement.

c. Field acquisition authorities are authorized to purchase copyright licenses at a cost of $2,500 or less. Permission
to purchase licenses at a higher cost is reserved to the Assistant Secretary of the Army (Research, Development, and
Acquisition).

Chapter 3
Coordination and Publications Management

3-1. Coordination procedures

a. Coordinate all Army-wide publications with proper commands and agencies before they are submitted for
authentication and release. Coordination is necessary to—

(1) Ensure the correctness and consistency of publications.

(2) Inform commands and agencies of impending revisions.

(3) Reduce the possibility of conflicts.

b. The amount of coordination required depends upon the type of the publication being issued. The draft manuscript
is for comment only and must not be used as an official document. Electronic or hard copies of draft manuscript must
display the word “DRAFT-NOT FOR IMPLEMENTATION” on each page (for example, in the header).

c. Copies of the draft publication should be distributed electronically by e-mail or by posting to a Web site (with
proper protections and precautions). Draft publications placed on LANs or Web sites for coordination must be removed
after coordination is accomplished. Draft publications are classified For Official Use Only (FOUO).

d. The proponent should request that a point of contact be provided within 7 days of receipt. This point of contact
should provide the organization’s concurrence or comments to the draft manuscript. The proponent should also include
their e-mail address (if one is available) and encourage responses by e-mail.

e. Drafts for coordination may be prepared with line numbers in the margins. This method helps reviewers pinpoint
a word or phrase in a lengthy paragraph. (Do not leave line numbers on the final manuscript sent to USAPA for
publication.)

f. A detailed summary of important changes being made should be included with the draft when staffing revisions.

g. Detailed procedures for coordinating specific types of publications are contained in—

(1) Chapter 11 for DA administrative publications.

(2) Chapter 13 for doctrinal and training publications.

(3) Chapter 14 for technical and equipment publications.

(4) Chapter 15 for multi-Service publications.

(5) AR 25-30, paragraph 3-29, for Defense Logistics Agency publications.

h. Reviewers should inform the proponent of any additional guidance that will be needed at the user level. They
should also suggest changes or improvements in the draft publication. If additional guidance applies at several agencies
and commands, the proponent may include the guidance in the proposed publication. This inclusion may eliminate the
need for many agency and command supplements.

i. Publications containing or referencing forms need a forms management review. The transmittal memorandum
must specifically request the following forms management review from HQDA agency or MACOM designated
functional manager:

(1) Comments resulting from the review. Comments should include recommendations pertaining to the completion
of forms and any special needs for hard copy forms.
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(2) A draft of proposed new forms needed to support unstandardized requirements in the draft publication.
(3) Copies of lower echelon forms replaced by higher echelon forms.

3-2. Coordination comments

a. Follow the rules below when preparing comments.

(1) Arrange the comments in sequence by manuscript page and paragraph number and number the comments
consecutively.

(2) Describe exactly how the draft should be changed and give a brief reason for the recommended change.
(3) State how something should be reworded when a change in wording is recommended (for example, strike
through material to be deleted and underscore material to be added). Other clear methods of showing the recommendec

rewording are acceptable.

b. Avoid comments that—

(1) Only slightly improve the text.

(2) Ask a question instead of give an answer.

(3) Are based on minor differences of opinion or wording.

(4) Correct misspelled words.

c. Use discretion and judgment in applying the guidelings, iabove. Changes that seem minor to one person may
seem significant to another. Reviewers should be critical yet constructive, keeping in mind that the publication must
conform to approved policies and must be easy to read and understand.

d. Use the following criteria for preparing DA Form 2028 (Recommended Changes to Publications and Blank
Forms).

(1) Critical. Urgent or vital: compelling immediate action or having immediate importance involving an indispensa-
ble program or major area within the publication. It would be essential that these identified areas be resolved.
Nonresolution would result in a nonconcurrence and have significant or major impact on the program in question or the
publication itself.

(2) Sonificant. Substantial, sufficient, or appreciable: of considerable concern or importance, having significant or
major impact on a program or substantial area within the publication. Whereas the comments regarding the identified
areas of concern are important, they are not critical. These areas should be resolved before publication; however,
nonresolution would not cause a nonconcurrence. Resolution of a majority of these comments would constitute
concurrence.

(3) Administrative. Grammatical or organizational: nominal or insignificant comments involving grammatical misus-
ages, typographical or format errors, or any other administrative corrections to be made. These comments are of minor
importance as far as substance is concerned; however, if proven to be valid comments, they must be resolved before
publication.

(4) General. Comprehensive or overall: generic or nontechnical comments involving nonspecific or comprehensive
areas of the publication. These comments usually involve the entire publication, are very general, and are of minor
importance. Their consideration would be left to the discretion of the proponent.

3-3. Post-publication comments

After a publication has been issued, users are encouraged to submit recommended changes, suggested improvement
and reports of errors to proponents. Proponents must acknowledge receipt of and indicate the action to be taken for
each DA Form 2028 they receive. They may use DA Form 209 (Delay, Referral, or Follow-up Notice) for this purpose.
AR 25-30 now provides the ability for the proponent to make administrative changes to publications quickly—between
content revisions—so that typographic errors, changes of office symbols, and the like can be made to the Army
Electronic Library. To submit comments, follow the instructions below:

a. Use a separate DA Form 2028 or correspondence for each publication.

b. Give a brief reason on the form for each proposed change or comment to ensure proper evaluation. If there is not
enough space on the form for all comments, use blank sheets of paper as continuation sheets.

c. Complete the DA Form 2028 or correspondence and send it directly to the proponent shown in the publication. If
the proponent is not shown and cannot be found in DA Pam 25-30 or other sources, send comments to Director,
USAPA, ATTN: JDHQSV-PAP-D, Alexandria, VA 22331-0302.

d. Mark the DA Form 2028 used for a classified publication with appropriate classification markings and safeguard
and transmit the form in accordance with the requirements of AR 380-5.
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Chapter 4
Review and Submission

4-1. Editorial services

Using editorial services can be a valuable service to proponents. Your needs will dictate when you should request
editorial services. Editorial services can be requested during different phases of manuscript development. Proponents
should consider forms requirements as well as editorial requirements.

a. During development and preparation of the manuscript. In the early stages of manuscript development, a USAPA
editor can informally review and issue editorial guidance. The editor can make suggestions on writing, editorial
standards, and coordination of the manuscript that will save time later. Proponents are encouraged to use this service.

b. If contract editorial services are needed. If a proponent decides to obtain editorial services from a private
contractor, the contractor should coordinate with USAPA to ensure that the draft publication is prepared according to
Army style. Seeking advice and guidance early in the writing process can save both time and dollars. Funding for the
editorial support contract is the responsibility of the proponent's agency and will not be dependent on HQDA
publications funds. Other publishing tasks the proponent is incapable of performing may also be procured from
USAPA on a reimbursable basis. For further information on these services, contact business.services@usapa.army.mil.

c. After coordination. After all coordination is completed, proponents may wish to have their manuscript edited
before sending it through their PCO to USAPA for review and publishing.g%eeb, above, for editorial services.)

d. If the publication prescribes new or revised forms. A USAPA forms analyst can provide assistance on the
development of new or revised forms. Proponents must review forms that are prescribed by their publication to
determine if they are still current.

4-2. Submitting publications and forms to the PCO and the forms management officer (FMO)
Proponents can avoid delays in publishing a manuscript by forwarding a completed manuscript and all appropriate
documentation through your PCO to USAPA. Requests for publishing of manuscripts are prepared using DA Form
260. Requests for publishing forms are prepared using DD Form 67 (Form Processing Action Request). (See appendix
K for instructions on preparing DA Form 260; instructions for preparing DD Form 67(s) can be found in DA Pam
25-31.) USAPA requires approval of these publishing requests by the following individuals:

a. PCO. The PCO is responsible for the agency or command publications management program and must approve
all requests to publish. The PCO ensures that draft publications have been properly prepared and coordinated.

b. FMO. The FMO must review and approve the manuscript and any forms being prescribed in it.

4-3. Preparing DA Form 260

A completed DA Form 260 must accompany each manuscript submitted to USAPA for action. Submit the DA Form
260, together with the draft publication, artwork, forms, appendixes, word processing disks, and any forms; and GPO
or copyright documentation. The Army forms filler software should be used for submitting the DA Form 260 to
daform260@usapa.army.mil. If a digital DA Form 260 is submitted to USAPA, the proponent is responsible for
maintaining an official copy for recordkeeping purposes. If electronic workflow and digital signatures are not used on
the file submitted to USAPA, then a scanned or faxed copy of the completed form with all appropriate signatures
should be provided USAPA. (The electronic DA Form 260 is expected to evolve significantly, and capabilities
available may differ from those described here.)

4-4. Preparing the DD Form 67

Proponents must complete DD Form 67(s) to submit a draft form for publishing. A separate DD Form 67 must be
submitted for each new or revised form prescribed in a publication. (See DA Pam 25-31 for procedures and examples.)
The Army forms filler software should be used for submitting the DD Form(s) 67. If a digital DD Form 67 is
submitted to USAPA, the proponent is responsible for maintaining an official copy for recordkeeping purposes. If
electronic workflow and digital signatures are not used on the file submitted to USAPA, then a scanned or faxed copy
of the completed form with all appropriate signatures should be provided USAPA. If appropriate, indicate that a waiver
to the less-paper policy has been granted (AR 25-30, patd, 23 attach a copy.

Chapter 5
Processing, Authentication, Reprints, and Rescinding a Publication

5-1. Processing new, changed, or revised departmental publications
Requirements for administrative publications can be found in chapter 12; for training and doctrine, in chapter 13; and
for technical and equipment in chapter 14.
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5-2. Authentication

All departmental publishing media must be authenticated. Authentication constitutes clearance of the publication’s
content for Army-wide dissemination and signifies that appropriate coordination has been accomplished. Policy
(directive) publications must be fully staffed and edited before they can be submitted for authentication. The SA will
authenticate DAGOs and selected departmental policy publications. ARs, DA Cirs, numbered HQDA letters, and all
other departmental publications must be authenticated by the AASA as delegated by the SA.

a. Introduction.

(1) The SA and AASA are the authenticatorsabif departmental (DA) publications. Authentication by the SA or
AASA constitutes clearance of the publication’s content; verifies that appropriate coordination has been accomplished,
to include required legal reviews; clears the publication for issuance as Army policy; and when appropriate, authorizes
the publication of the policy in the Federal Register or the Code of Federal Regulations. All the business processes
conducted in USAPA preparing a proponent’s manuscript for publication are focused on these stringent requirements.

(2) The SA approves and authenticates departmental policy publications (DAGOs and selected departmental policy
publications). The AASA approves and authenticates all other departmental administrative policy publications, as
delegated by the Secretary, and all non-policy departmental publications, including training and doctrinal publications,
and technical and equipment publications. Both electronic publishing media and electronic distribution media will be
authenticated.

(3) The content of an administrative, training and doctrinal, and technical and equipment publication will not be
altered once it has been authenticated. In effect, upon authentication, ownership of the data transfers from the
functional proponent who “owns” the data only up to the final approved draft to the Secretary of the Army. That is,
subsequent to authentication, the SA “owns” the data—and the functional proponent is unable to change the SA’'s data
without going through the SA’s coordination requirements again.

b. Policy departmental administrative publications .

(1) The authentication for selected policy departmental administrative publications will be the SA. (A sample
authentication is shown in fig 5-1.)

(Signature)

Thomas E. White
Secretary of the Army

Figure 5-1. Sample authentication: selected departmental policy publications

(2) The authentication for all other policy departmental administrative publications will consist of the line “By Order
of the Secretary of the Army:” with the Chief of Staff's signature block below. They will also have the signature and
signature block of the AASA. (A sample authentication is shown in fig 5-2.)
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By Order of the Secretary of the Army:
ERIC K. SHINSEKI

General, United States Army

Chief of Staff
Official:

(Signature)

JOEL B. HUDSON
Administrative Assistant to the
Secretary of the Army

Figure 5-2. Sample authentication: centralized departmental publications

¢. Non-policy departmental administrative publications. The authentication for all centralized non-policy departmen-
tal publications (including training and doctrinal and technical and equipment publications) will consist of the line, “By
Order of the Secretary of the Army:” with the Chief of Staff's signature block below. They will also have the signature
and signature block of the AASA. (See fig 5-2.)

d. Publications published under a decentralized publishing program. The authentication for publications published
under a decentralized publishing program will consist of the line “By Order of the Secretary of the Army:” with the
Chief of Staff's signature block below. They will also have the signature and signature block of the AASA (with the
control number). A sample authentication is shown in figure 5-3.

By Order of the Secretary of the Army:
ERIC K. SHINSEKI
General, Unites States Army

Chief of Staff
Official:

(Signature)
JOEL B. HUDSON
Administrative Assistant to the
Secretary of the Army
0000000

Figure 5-3. Sample authentication: decentralized publications
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(1) For publications published under the decentralized publishing program, USAPA will issue a humbered authenti-
cation block (camera-ready copy) for each DA Form 260 submitted for new, revised, or changed publications.

(2) Issuance of an advance authentication block and control number for publications published under the decentral-
ized publishing program is not approval to print or publish an item. Final approval to publish will be forwarded to the
proponent in the form of a memorandum or e-mail after review of the publication and the DA Form 260.

e. CD-ROM publications.

(1) CD-ROMs containing only departmental publications must be authenticated as described in paeagraphs
through d, above, depending on the publishing media (ARs, TMs, or FMs). USAPA will provide authentication
signature blocks, with control numbers. The uniquely numbered authentication signature blocks are to be inserted at the
end of departmental publications contained on a CD—-ROM. The CD-ROM, which is given an EM number, will also
have its own authentication block. The authentication assigned to the EM will appear as part of the CD—ROM content
(in the file), in a place where it can be readily seen. Additionally, it will appear again on either the face of the
CD-ROM (disk 1 of multi-set CD—ROMSs) when space allows or on the disk container (jewel box or mailer).

(2) The commander or agency head or his or her designated representative will authenticate agency and command
CD-ROM publications. Using imaging software (graphics capabilities), scan in the authentication as part of each
publication. If the software does not allow scanning, the authentication must appear as part of the text of each
publication, and the authentication will be placed on the jewel box insert.

(3) Customized CD—ROMSs, which contain legacy publications (for example, those that have already been authenti-
cated) for the purpose of making distribution of a selected group of publications do not require authentication.

5-3. Reprints
Only those publications and blank forms not covered under the less-paper policy will be reprinted. Reprints will be
directed and prepared as follows:

a. The stock of a publication or form at USAPA (JDHQSV-PAS) may reach a level that requires the printing of
more copies. If so, USAPA (JDHQSV-PAS) sends a status request to the proponent agency’s designated functional
manager for action. The proponent agency funds reprints of their publications.

b. Reprint copies are used only to fill replacement copy orders; therefore, unpublished changes to the existing
edition of the publication or form must not be made in the reprint.

c. The information manager or functional proponent reviews the publication or form for continued need and life-
cycle status in coordination with the local resource management office. On the basis of the review and any pending
action (such as a planned rescission, change, or revision) thtedidsigetional manager advises USAPA,
JDHQSV-PAS, whether a reprint is required and whether funds are available for printing. (If a revision is near enough
to publication to reach users before supplies of the latest edition are used up, reprinting can be avoided.)

d. USAPA, JDHQSV-PAS (Distribution Operations Facility), sends thd pgrkage to USAPA
(JDHQSV-PAP-D). If a reprint is required, based on inventory levels, copies of changes are provided for incorporat-
ing. An updated copy incorporating all current, published changes is assembled. The number of copies printed must
include 1-year service school and contractor overpack requirements.

5-4. Rescinding a publication

When a publication is no longer needed, the proponent will submit a memorandum through the PCO to USAPA
(Director, USAPA, 2461 Eisenhower Avenue, ATTN: JDHQSV-PAP-D, Alexandria, VA 22331-0302 or e-mail to
daform260@usapa.army.mil). Before processing a rescission request, USAPA may inform those proponents who list
the affected publication as a “required reference” of the intended action.

Chapter 6
Distribution

6-—1. Distribution management

USAPA manages and centrally controls the distribution and storage of Army-wide publications and blank forms. It also
provides management oversight of overseas Army publications and blank forms distribution centers. A complete guide
to establishing initial distribution, ordering, and resupply can be found in DA Pam 25-33.

6-—2. Establishing initial distribution

a. Units must establish a publications account to gain access to the publications distribution system. Initial distribu-
tion is a one-time issue of new and revised publications and changes to publications on the Internet, in paper or on
CD-ROM. When these publications are published, copies are automatically sent to the units that previously submitted
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requirements for them to USAPA. Some publications, however, are given a limited distribution and are controlled by
the proponent. Instead of these publications being distributed Army-wide, the proponent decides who will get them and
how many copies will be issued. For example, distribution-restricted publications may be posted on access-controlled
Internet sites, and classified publications will appear only on the SIPRNET.

b. Units must have a publications account to use any part of the publications distribution system. See DA Pam
25-33 for instructions on establishing a publications account.

6-3. Levels of distribution for publications

a. Administrative publications.

(1) Unclassified administrative publications are distributed electronically.

(2) Classified publications, and any publications approved for printing in paper, will be distributed using the levels
of command specified below. Command levels are not cumulative and must be specified for each level. For example,
command levels for The Army are A, B, C, D, and E. (See para 6-4 for A and B level requirements.)

(@) Level A—applicable only to company or similar organizational units.

(b) Level B—applicable only to brigade, regiment, group, battle group, and battalion level.

(c) Level C—applicable only to installations or similar activities, including headquarters of divisions and compara-
ble commands.

(d) Level D—applicable to only MACOMs and HQDA agencies.

(e) Level E—applicable to only headquarters of MACOMs and HQDA agencies.

b. Technical and equipment publications.

(1) Technical and equipment publications are distributed by the maintenance level of support for a given piece of
equipment. The last two digits of the technical and equipment publication (for example, -20 represents unit mainte-
nance) indicate the maintenance level of support. Maintenance levels are shown in table 6-1.

Table 6-1

Equipment publication maintenance levels

Number Description

-10 Operator/crew maintenance

-12 Operator and unit maintenance

-13 Operator through direct support maintenance

-14 Opgrator through intermediate general support
maintenance

-20 Unit maintenance

-23 Unit and intermediate general support maintenance

-24 Unit through intermediate general support maintenance

-30 Intermediate direct support maintenance

-34 Intermediate direct support and intermediate general support maintenance

-40 Intermediate general support maintenance

(2) Some technical and equipment publications numbers contain a letter suffix at the end of the publication number
indicating a special purpose. A “P” is sometimes added to an equipment publication number to indicate the manual is a
repair parts and special tools list (RPSTL). An “&P” added to the last number indicates it is a maintenance manual that
includes a repair parts and special tools list.

(3) Instead of ending in a two-digit number, some manuals (especially for aircraft) end with letters. The meaning of
these letters is explained in table 6-2.
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Table 6-2
Equipment publication lettering

Letter Description

-BD Battle damage repair

-CL Pilot and crewmember checklist (aircraft)

-HR Hand receipt

-L List of applicable publications

-MTF Maintenance test flight (aircraft)

-OP Operating procedures (communications
security equipment)

-PM Phased maintenance inspection checklist
(aircraft)

-PMD Preventive maintenance daily inspection
checklist (aircraft)

-PMS Preventive maintenance services (aircraft)

-T Troubleshooting procedures (aircraft)

c. Doctrinal and training publications. Doctrinal and training publications are distributed by first using the initial
distribution requirements identified by the proponent’s special distribution lists, and then by distributing them to
additional publications account holders who use the DA 12-series.

6—4. Reduction in Unit Publications Program (RUPP) requirements

Reduction in Unit Publications Program (RUPP) requires that printed A- and B-level publications, forms, and reports
are only distributed to those levels when absolutely necessary. Proponents must establish a RUPP program to reduce
printed administrative publications, forms, and reports at all levels. Proponents through their designated functional
manager must—

a. Oversee reduction of administrative publications, forms, and reports.

b. Institute a “no-growth” policy to ensure that new printed administrative publications do not go to command level
“A” unless a valid need exists.

c. Ensure that all new or revised command level “A” or “B” printed administrative publications are staffed (in
accordance with chapter 11) with the Director, USAPA, ATTN: JDHQSV-PAP-A, Alexandria, VA 22331-0302,
before they are submitted for publication.

d. Rescind all publications, forms, and reports that duplicate requirements of higher headquarters.

e. Comply with AR 335-15 and ensure that information for reports is collected at the highest available level.

f. Include a mobilization statement in the applicability statement of all printed publications distributed to A or B
distribution level. (See para 10-11 for more information regarding the applicability statement.)

6-5. Special distribution

a. USAPA must approve requests for special distribution. Special distribution will be approved only if there is no
initial distribution number (IDN) that can be used to issue the publication. The IDN consists of six digits: the first two
identify the subject category, and the last four digits identify the specific publication needed (for example, the IDN to
subscribe to DA Pam 25-30 is 040017). (See DA Pam 25-33 for specific instructions.) Special distribution will not be
approved to make internal distribution within an organization or unit. Only official Army publications and official
publications of other military Services and Government agencies for which the Army has a need can be accepted for
special distribution.

b. Proponents may request special distribution when submitting a new publication to USAPA for publishing.
Requests must be attached to the DA Form 260 and must include a written justification and a special distribution list.
The justification must explain why existing IDNs cannot be used for initial distribution and must describe the intended
recipients of the publication. If the request is approved, USAPA will issue the publication according to the special
distribution list. If the request is disapproved, USAPA will return the request to the proponent for further justification.
Proponent requests for contract and school requirements are not considered as special distributions.

c. Proponents of publications issued under special distribution must review the status of their publications at least
once a year for possible inclusion under an IDN.

6—6. Sale to the public
a. Proponents who are certain there will be a public demand for their publications can place them on sale by the
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Superintendent of Documents, GPO. In these cases, they must complete two copies of GPO Form 3868 (Notification of
the Intent to Publish) and submit them with the DA Form 260, checking the appropriate box in item 11b of the DA
Form 260. (Since the Superintendent of Documents does not sell technical, equipment, and doctrinal publications, these
requirements do not apply.) All applicable items on the form must be completed. A brief description of the contents of
the publication and an outline of the proponent's planned publicity for the publication are especially important.
Complete, accurate data are necessary to help the Superintendent of Documents determine whether to place the
publication on sale. Submit a completed GPO Form 3868 to Director, USAPA, ATTN: JDHQSV-PAP-D, Alexandria,
VA 22331-0302 or daform260@usapa.army.mil, along with the DA Form 260 when requesting the publishing of a
publication.

b. The National Technical Information Service will handle the general public’'s requests for unclassified, un-
copyrighted, and nondistribution-restricted Army publications not sold through the Superintendent of Documents.

c. The addresses of the Superintendent of Documents and the National Technical Information Service are as follows:

(1) Superintendent of Documents, U.S. Government Printing Office, Washington, DC 20402—-0001.

(2) National Technical Information Service, U.S. Department of Commerce, ATTN: Order Preprocessing Section,
5285 Port Royal Road, Springfield, VA 22161-2171.

6—7. Sale to eligible foreign governments

Publications and forms can be supplied only to those foreign governments who establish a sales agreement under the
foreign military sales (FMS) program. DA Pam 25-33 tells how to establish and manage an FMS account for
publications.

6-8. Requirements in support of DA contracts

Contractors needing publications in support of DA contracts must submit their request through the contracting officer.
The contracting officer is responsible for ensuring that contractors receive only the publications needed to complete
their work.

a. Certifications.

(1) Requests to provide publications to contractors must be accompanied by a certification of need to know signed
by the contracting officer. “I certify that (enter name of company or organization) under contract number (fill in
contract number) with the U.S. Government to provide (enter type of supplies or services) for the U.S. Army, (activity
name), requires the publications identified on the request to fulfill contract obligations. The address authorized for
receipt of the publications is as shown on the request.”

(2) Requests to provide classified publications to contractors must be accompanied by both the certification in (1),
above, and the following certification signed by the contracting officer: “The contractor has adequate equipment and
properly cleared personnel to receive and safeguard material up to and including (enter classification).”

(3) The certifications in (1) and (2), above, may be submitted on an endorsement to the contractor’s request or on a
DA Form 4790 (Certification for Distribution of Publication(s) in Support of Government Contract). Procedures for
submitting certifications are given in through d, below.

b. Requests for publications to support contract bidding or contract administration. These requests must cite the
address of the contracting officer or the contracting officer's representative as the “ship to” address. The contracting
officer or a representative must receive the publications and give them to the contractor.

(1) To obtain new publications that are to be published, the contracting officer must coordinate with the publica-
tion’s proponent to ensure that the DA Form 260 contains the following information:

(a) Contract number.

(b) Contract expiration date.

(c) “Ship to” address (maximum 4 lines, 25 spaces per line, and recognizable by the U.S. Postal Service (USPS) or
any commercial carrier).

(d) Quantity needed.

(e) Appropriate certificationsa above).

(2) To obtain publications that are listed as stocked in DA Pam 25-30, the contracting officer must submit
appropriate certificationsa( above) and requisition publications using the electronic DA Form 4569 (Requisition Code
Sheet) (the unit of issue for this form is electronic media only (EMO)).

¢. Requests for publications to support overpack with equipment. These requests must include the address of the
contractor as the “ship to” address.

(1) To obtain new publications that are to be printed, the contracting officer must coordinate with the publication’s
proponent to ensure that the DA Form 260 contains the following information:

(a) Contract number.

(b) Contract expiration date.

(c) “Ship to” address of the contractor (maximum 4 lines, 25 spaces per line, and recognizable by USPS or any
commercial carrier).
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(d) The quantity currently needed.

(e) Appropriate certifications &, above).

(2) To obtain publications that are listed as stocked in DA Pam 25-30, the contractor must forward its requests to
the contracting officer. The contracting officer must provide the appropriate certificatioalsole) and forward it to
the proponent. The proponent must authorize reprinting as required. A valid required delivery date for the publications
at the contract facility must be included with the request. USAPA, JDHQSV-PAS, does not stock publications to
support overpack requirements; therefore, publications must be ordered 6 months prior to required delivery. The
proponent forwards the reprint authorization and appropriate certifications to USAPA, ATTN: JDHQSV-PAS, 1655
Woodson Road, St. Louis, MO 63114-6128.

d. Requests for automatic distribution to contractors rendering support to installations. These requests for initial
distribution of publications must include the installation address of the contractor as the “ship to” address. The
contractor must prepare a DA Form 12-R (Request for Establishment of a Publication Account) and DA Form
12-99-R (Initial Distribution (ID) Requirements for Publications) to establish specific requirements. The contractor
submits these forms to the contracting officer, who prepares the appropriate certifications. The contracting officer then
forwards the certifications, including the expiration date of the contract, and the DA forms through the designated
functional manager to USAPA, ATTN: JDHQSV-PAS, 1655 Woodson Road, St. Louis, MO 63114-6128.

6-9. Local reproduction authority

a. Local reproduction authority (LRA) requests.

(1) LRA requests must be forwarded through channels to Director, USAPA, JDHQSV-PAP-D, Alexandria, VA
22331-0302. USAMC proponents must include a PDF file or copy of each IETM in the request to USAMC Logistics
Support Activity (LOGSA) concurrently with forwarding the LRA request to USAPA.

(2) LRA requests must include the following:

(@) DA Form 260, cover page, title page, authentication page, and digital copy for each TM included in the waiver.
Digital copy must be PDF for ETMs; and SGML, HTML, or XML for IETMs.

(b) Quantity requested, by publication, for LRA printing.

(c) Statement signed by proponent PCO, describing the circumstances necessitating the use of LRA and justifying
the quantity required. This statement must also indicate that related publications were fully verified (see the glossary
for definition of verification).

(3) TMs authenticated and printed or replicated under LRA must be identical to those authenticated and printed or
replicated through the normal process. That is, no changes must be made to the publication after LRA authentication
and before normal authentication. Proponents must provide USAPA with one copy of each publication printed or
replicated under the LRA. Changes must be made only after authentication and printing or replication of the
publication through the normal process, using the change or revision process.

(4) Major commands must maintain, or cause to be maintained, records on LRAs.

b. Decentralized printing.

(1) The proponent must prepare a DA Form 260 requesting immediate issue of an LRA number.

(2) USAPA must review the cover page, title page, authentication page, and running sheet and must provide an LRA
number by phone or e-mail within two days.

(3) USAPA must place the DA Form 260 in the normal queue for indexing and preparation of the print order.

(4) The proponent must print and distribute the publication while USAPA prepares the print order. USAPA must
forward the print order to the proponent when complete.

(5) The proponent must send the print order and camera-ready copy to the authorized printer either directly or
through DAPS, as locally determined.

¢. Centralized printing.

(1) The proponent must prepare a DA Form 260 requesting immediate issue of an LRA number and a print order in
regular USAPA priority sequence.

(2) The proponent must send one set of camera-ready copy with the DA Form 260.

(3) USAPA must review the cover page, title page, authentication page, and running sheets and must provide an
LRA number by telephone or e-mail within two days.

(4) USAPA must place the DA Form 260 and camera-ready copy in the normal queue for indexing and preparation
of the print order for centralized printing.

(5) The proponent must print and distribute the publication using a second set of camera-ready copy while USAPA
prepares the print order for centralized printing.

(6) USAPA must print and distribute the publication through GPO after indexing and preparation of the print order.
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Part Two
Departmental Administrative Publications

Chapter 7
The Army Electronic Publishing System

7-1. The Electronic Publishing System

The Electronic Publishing System (EPS) is a collection of commercial off-the-shelf hardware and software, with a
number of Government-developed, off-the-shelf software tools. These facilitate timely issuance of trusted information
products, publications that contain the most current policies and procedures in various output formats appropriate for
the user. The EPS, which can produce paper and various digital output formats is used for publishing all unclassified
departmental administrative publications and can be used for other publications that share the same basic data structure
and formatting. EPS-prepared publications must be revised using guidelines in this publication. The EPS will migrate
into Standard Army Information Management Systems and the Defense Information Infrastructure, specifically the
Joint Computer-aided Acquisition and Logistics Support System. The EPS is designed around the concept that
standardized input can be automatically converted to standardized output formats in various media more cost-
effectively than by manual publishing. When proponents do not provide standardized input, all the publishing processes
slow down.

a. File formats. EPS uses SGML as the standard source file format for publishing. The EPS SGML is defined in
Military Standard 2361, Digital Publications Development, and conforms to the International Standard Organization
(ISO) 8879 adopted by DOD. The EPS SGML source files can be composed for paper, as well as published on
CD-ROM and the Web as PDF, XML, HTML, and other output formats.

b. Copies of EPS source files. Other than USAPA personnel, only the proponent is allowed to have copies of source
files of publications, for which he or she is responsible, from the USAPA publications database.

(1) Database point of contact. Proponents who are planning to revise or update their publications must contact
USAPA (JDHQSV-PAP-E or USAPA Electronic Publications) first to learn if their publications reside in the Army
EPS database. (If their publication is on the USAPA Web site in any format other than scanned PDF, it is in the EPS
database.) Also, because of frequent changes in automation technology, it is important for all proponents to contact
USAPA for current guidance on the best way to proceed. Depending on the status of the source files, proponents
should expect delivery of their files in a word-processing format within 30 days; SGML files can be delivered within 5
working days.

(2) User access. Proponents may contact USAPA (JDHQSV-PAP-E or USAPA Electronic Publications) to obtain
electronic files for publications that exist in the EPS. USAPA will only accept revisions to publications in the EPS
database from the designated proponent through the appropriate PCO.

(3) Other access. USAPA will release source files to other organizations, such as a contractor, only with written
authorization from the proponent of record.

7-2. EPS publications database

The EPS database optimizes reuse of official publications and graphics. Using the database is the fastest, most cost-
effective way to maintain current, up-to-date publications that can be issued in paper and electronic media in various
formats. It also facilitates version control and posting new and revised information products to the Web.

a. SGML structure. The EPS database is tagged in SGML with the necessary structure to produce required multiple-
media outputs (such as CD—ROM or, for the Internet, HTML or XML) without time-consuming or costly proponent or
writer actions.

b. Nonstandard publications structures. Nonstandard Army publications, including so-called informational pam-
phlets, cannot readily be made available in these alternative media. Electronic publications include both electronic
publishing media (such as interactive electronic publications) and distribution media (such as electronic publications or
CD-ROM).

7-3. SGML tagging
The EPS database is composed of SGML-tagged publications. SGML is a set of rules that defines the structure of a
document. Army administrative publications, for instance, are organized into front, body, and rear; each of these parts
is further organized into paragraphs, and so on. SGML is independent of any single software application, operating
system, or computer hardware, and facilitates formatting for paper or various digital output formats.

a. Document type definitions (DTDs). The EPS DTDs and other SGML constructs conform to Military Standard
2361 and can be found in the Army SGML/XML Registry and Library on the USAPA Web site.

b. APPIP. USAPA customers who use APPIP do not need to learn the SGML structure; the word-processing
templates of APPIP automatically organize that for you. APPIP is available from USAPA or from the Army SGML/
XML Registry and Library.
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c. XML. A subset of SGML, XML is optimized for presentation to a Web browser. It facilitates development of non-
linear, hyperlinked documents that can be read in a Web browser without special, proprietary software; moreover, it
was specifically developed to support more robust formatting and typography than was possible with HTML. Because
SGML has more capabilities than the XML subset, the EPS generally transforms SGML source files into XML rather
than starting with XML.

7-4. EPS input data file formats

USAPA'’s standardized systems depend on standard data inputs in specified file formats; however, USAPA’s capability
to accommodate new file formats is continually growing. The following guidance is subject to change in detail. Before
preparing their publications, proponents should contact Director, USAPA, and ATTN: JDHQSV-PAP-E, Alexandria,
VA 22331-0302, or USAPA Electronic Publications.

a. Classified publications are not contained on the Army EPS database. Before beginning the process, proponents
preparing to revise classified publications should contact USAPA, JDHQSV-PAP-A, editbr@usapa.army.mil for
guidance. (See AR 380-5 for instructions on marking classified documents.) (With appropriate controls, APPIP can be
used to structure classified publications, and composition can be performed on a properly secured computer.)

b. All proponents or writers of unclassified or FOUO Army administrative publications must submit all new or
revised data files in one of the following formats:

(1) SGML-tagged files (text and tabular material) that conform to the Army’s DTDs for administrative publications
and support the Army document format (ADF). This is the most efficient and least expensive method of preparing data
files for publication. Contact USAPA (JDHQSV-PAP—E or USAPA Electronic Publications) for advice on SGML
authoring.

(2) An APPIP-prepared, structured (templated) word-processing file. These templates structure the word-processing
file so that it can be transformed into conforming SGML files for composition.

(3) Standard ASCIl (American standard coded for information interchange) file format.

(4) A file prepared using a commonly used unstructured (untemplated) word-processing software formats. Contact
USAPA (JDHQSV-PAP-A), editbr@usapa.army.mil, for additional guidance on specified formats.

c. It is preferred that unconventional word-processing files be converted to an ASCII (American standard coded for
information interchange) format before being submitted to USAPA. All of the major word-processing programs use an
export feature that creates an ASCII output. This data file conversion to ASCIlI saves the customer considerable
processing time.

d. All text files will be stored in the Army EPS database in SGML-tagged formats.

e. Special care must be taken when converting word processor produced text files containing footnotes to ASCII
output formats. Most word processors will lose the footnote number identity and simply show a blank space in place of
the footnote number. These high-order ASCIl codes can be handled but procedures vary with each word-processing
system. Contact USAPA (JDHQSV-PAP-E or USAPA Electronic Publications) for detalils.

f. At this time, output formats such as HTML or XML are not acceptable input to the EPS.

7-5. Submission of digital files

If proponents submit digital files to USAPA (daform260@usapa.army.mil), there is no requirement to provide paper

copies along with the request for publishing. Likewise, the DA Form 260 and DD Form 67 can be submitted digitally.

Proponents using the Army forms filler package can submit their DA Form 260 and DD Form(s) 67 in that format. If

they are using a digital signature software, that will be accepted. If they are not using digital signature software, they
should also fax a copy of the signed DA Form 260 and DD Form(s) 67 to USAPA. Recordkeeping rules require the
proponent to maintain a record copy of the signed DA Form 260 and DD Form 67, whether paper copy or digital.

a. Where possible, digital files should be transmitted to USAPA (daform260@usapa.army.mil). Smaller files may be
attached to e-mail submissions, along with a digital copy of the DA Form 260, preferably with a digital signature. If
files are too large for this method, they may be made available on an file transfer protocol (FTP) site.

b. If e-mail or FTP is not feasible, fles may be delivered to USAPA on removable storage media.

(1) Software upgrades with new command options that are being used on one personal computer (PC) often cannot
be read with older software versions located on another PC. If recent upgraded software or operating system options
are being considered by PC users, contact USAPA (JDHQSV-PAP-A, editbr@usapa.army.mil) first to ensure that new
software options can be used.

(2) One set of disks (single-line space with double-line spaces between paragraphs) must be submitted for all new or
revised publications.

(3) Data files of publications must be submitted on 1.44Mb, 100Mb, or 1Gb disks, or CD—-ROM—other media or
FTP can be submitted only by prior coordination. Submit only chapters, appendixes, or paragraph units with revised
material (if a chapter doesn’t have any revised material, there is no need to submit that chapter, provided you used data
files from the USAPA EPS database).

(4) The following information is required for all disks submitted. If not indicated on the disks, it must be placed in
the remarks section of the DA Form 260.
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(a) Publication number.

(b) Properly marked sequence (for example, 1 of 4, 2 of 4, and so forth).

(c) A directory list or printout of all file names and sizes.

(d) A table list and a figure list, indicating tables and figures to be changed or reused without change, to include
tables and figures that are simply resequenced.

(e) Indicate software name and version used to create the files.

() APPIP version used.

(g) Identification of the file format (ASCIl, SGML, word-processing codes, or APPIP format).

(h) The density of the disk format (high or low).

7-6. Tabular material

Tabular material (data displayed in rows and columns) must be submitted to USAPA in the format in which it is to be
displayed in the document, and in an electronic file. Electronic files of tabular material should be created using a word-
processing table feature. Tables will appear where referenced, unless the publication is designed for paper printing. In
that case the tables must appear as close to the referencing paragraph as possible. If tabular data in database format is
to be used, coordinate delivery with USAPA in advance (JDHQSV-PAP-E or USAPA Electronic Publications).

7-7. Artwork

a. Artwork for electronic publishing differs from artwork for paper publishing. First and foremost, artwork intended
to be displayed on a Web page must be designed for effective presentation on a computer monitor. (In printing terms,
that means most figures will be “landscape” (sideways) rather than “portrait” (vertical). Resolution and file size must
be considered, and so on. Although 72 dpi graphics are acceptable for Web display, they may not be appropriate for
printing. Artwork must be submitted either in original hard-copy format or in electronic file format with sample hard
copy outputs provided for editorial review. No photocopies of the art will be accepted. Original art layouts cannot
exceed 11- by 14-inch (279mm by 356mm) formats.

b. By properly sizing the artwork to be used, reduction can be avoided and clear, readable art produced. Electronic
files must be in commonly used graphic file formats, such as Encapsulated PostScript (*.eps), Tag Image File (*.tif)
Format, Graphics Interchange Format (*.gif), and similar formats. Coordinate acceptable file formats with USAPA,
JDHQSV-PAP-A, prior to submission. Scanned graphics should be provided at 300 dpi for EMO publications and 300
dpi for paper issue.

c. Specialty requirements, such as hairlines on certificates, may require higher resolution for originals, although Web
documents will generally be restricted to 300 dpi. Hard copy art must be cropped to ensure both the page and the art on
the page are square for proper scanning. Do not make captions (figure or table numbers) part of the artwork. All
digitized artwork will be stored in the Army EPS database in a compressed raster file format.

7-8. Table of contents

Proponents no longer need to prepare a table of contents because it is automatically generated from the paragraph titles
in the data files, both for paper and digital presentation. The EPS accommodates a table of contents generated to
different levels within a publication and can refer the reader to paragraphs or titled subparagraphs. In digital files these
can also be hot linked; for paper documents the page number can also be generated. Lists of tables and lists of figures
can also be generated for the table of contents.

7-9. Lists of tables and figures
Lists of tables and figures can be automatically generated for paper and digital presentation of EPS files.

Chapter 8
Administrative Publications Media

8-1. Choosing the type of administrative publication to use
When developing a new administrative publication, knowing the audience and the purpose of a publication helps to
determine the type of publication to issue. The medium chosen dictates how to prepare the material for publication.

a. Each type of publication has a different use. The proponent must decide which type best suits the material and
best serves the purpose for issuing the information based on the criteria provided in table 8-1. Make publication
decisions based on—

(1) The intended treatment of the material. Is it to be directive, informational, or reference?

(2) How long the publication is to be in effect. Is it to be permanent or temporary?

(3) The target audience. Who will read and use the publication?
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b. The decision of whether to add material to an existing publication or prepare a new one should be based on the
following guidelines:

(1) Table H-1 identifies the series that best describes the subject of the material.

(2) DA Pam 25-30 lists the publications written in each series. Avoid duplicating previously published information
contained in ARs, DA Pams, and other departmental media.

(3) The proponent reviews all related publications and determines if new material can be added to any existing
publication.

(4) A publication can have only one proponent. Only a principal HQDA official can act as a proponent for a
publication that promulgates DA policy. All others who contribute publication material (the reviewers) must submit
their suggested changes to the proponent. The proponent reviews the suggestions and determines whether they shoul
be incorporated into the publication. The proponent is cited on the title page of the publication.

Table 8-1
The types and uses of DA administrative publications

Type of publication: Army regulation

Type of material: Directive

Uses: ARs establish Army-wide policy, assign missions and responsibilities, delegate authority, and set objectives. They prescribe
procedures in the detail needed to make sure basic policies are carried out uniformly throughout the Army and implement public law, policy
guidance, and instructions from higher headquarters or other Government agencies, such as the DOD. They prescribe forms.

Term: Permanent

Audience: Army-wide

EPS implications: Stored on the Army electronic publishing database.

Restrictions: Effective until superseded or rescinded.

Other: Used for setting forth missions, responsibilities, and policies and establishing procedures to ensure uniform compliance with those
policies.

Type of publication: Standard DA pamphlet

Type of material: Procedural or reference

Uses: Standard DA Pams are used to publish information needed to carry out policies and procedures prescribed by an AR. Such
information may be specific procedures (for example, military justice trial procedure); special guidelines (for example, posting and filing
publications); or reference data (for example, catalogs and indexes). They prescribe forms.

Term: Permanent

Audience: Army-wide

EPS implications: Stored on the Army electronic publishing database.

Restrictions: A standard DA Pam is not a directive publication. Therefore, it may not be used to prescribe policies or responsibilities. This
type of pamphlet may be used only to explain the policies, procedures, and responsibilities set by a regulation.

Other: Effective until superseded or rescinded. The main differences between a standard and an informational pamphlet are their
organization and format. A standard pamphlet is organized and printed in a format similar to that of an AR.

Type of publication: Informational DA pamphlet

Type of material: Informational or reference

Uses: The informational DA Pam is used to publish information or guidance on subjects in support of Army missions. Some examples are
recruiting literature; booklets and folders for veterans, dependents, and survivors; tips for travelers; country guides; historical studies; and
reference texts.

Term: Permanent

Audience: Army-wide

EPS implications: Stored on the Army electronic publishing database.

Restrictions: An informational DA pamphlet may not be used to prescribe forms.

Other: USAPA (JDHQSV-PAP-F) must approve publication of any informational DA Pam containing artwork (mail to: td@usapa.army.mil).

Type of publication: DA circular

Type of material: Directive or informational

Uses: DA Cirs are used to publish instructions for one-time actions that apply Army-wide, general information or policies and procedures that
will be in effect for 2 years or less, and temporary notices (for example, annual awards programs). They prescribe forms.

Term: 2 years minimum

Audience: Army-wide

EPS implications: Stored on the Army electronic publishing database.

Restrictions: DA Cirs may not be used to change the information in permanent publications such as ARs or DA Pams or to publish long-term
policies or procedures.

Other: A DA Cir expires 2 years after the date it is issued; however, it may be given an earlier expiration date if it need not remain in effect for
2 full years.

Type of publication: DA memo
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Table 8-1
The types and uses of DA administrative publications—Continued

Type of material: Directive

Uses: DA memos are used to set policies and procedures within HQDA, establish the pattern of organization and workflow within HQDA,
delegate authority and assign responsibilities within HQDA, and publish recurring and special forms or reports used within HQDA.

Term: Permanent

Audience: HQDA agencies and their field operating agencies (FOAS)

EPS implications: Stored on the Army electronic publishing database.

Restrictions: A DA memo is not a change document; it may not be used to change the information in another DA publication.

Other: DA memos are permanent directives with a limited distribution. A DA memo applies to HQDA agencies only or to HQDA and its FOAs.
They are effective until superseded or rescinded.

Type of publication: Numbered HQDA letter

Type of material: Directive or informational

Uses: Numbered HQDA letters are used to convey short-term directives or general information.

Term: 2 years maximum

Audience: HQDA agencies and MACOMs

EPS implications: Stored on the Army electronic publishing database.

Restrictions: A numbered HQDA letter is not used to publish long-term policies or procedures, to direct continuing practices or actions, or to
change a permanent DA publication. It may be used to prescribe forms. Information contained in most directive HQDA letters is expected to
be incorporated into the next revision to an appropriate AR, at which time the HQDA letter will be superseded.

Other: A numbered HQDA letter is usually effective for 2 years from the date of issue; however, it may be given an earlier expiration date if it
need not remain in effect for 2 full years. The expiration date on an HQDA letter may be extended on a case-by-case basis at the discretion of
the AASA.

Type of publication: Multi-Service publications (ARs and DA pamphlets)

Type of material: Directive of informational

Uses: Multi-Service publications are used to publish policies, procedures, and information pertaining to two or more military departments,
Defense agencies, or other Government agencies. Multi-Service publications may implement policies and procedures from higher
headquarters or other Government agencies, such as DODDs and DODIs that apply to all military departments and other DOD agencies. DA,
one of the other Services, or a Defense agency may be designated executive agent to develop, coordinate, and publish the multi-Service
publication.

Term: Permanent

Audience: Army-wide

EPS implications: Stored on the Army electronic publishing database.

Restrictions: If the Army is not the executive agent, the publication must not be stored on the electronic database.

Other: Implementation of DODDs and DODIs is discussed in chapter 10.

Type of publication: Civilian personnel publications

Type of material: Informational

Uses: A civilian personnel publication contains guidance of a continuing nature concerning civilian employees.
Term: Permanent

Audience: Army-wide

EPS implications: Stored on the Army electronic publishing database.

Restrictions: None

Other: Follows the format of the Federal Personnel Manual.

Type of publication: Department of the Army general order

Type of material: Directive

Uses: The DA GO conveys material of general interest on establishment, redesignation, inactivation, or discontinuance of Army commands,
installations, agencies, and activities; announcements of awards, decorations, courts-martial information, and unit citations; and similar
subjects.

Term: Permanent or semi-permanent

Audience: Army-wide

EPS implications: Stored on the Army electronic publishing database.

Restrictions: None

Other: May be used to issue department policy.

Type of publication: DA poster

Type of material: Informational

Uses: A DA poster is a decorative or pictorial bill or placard for posting, often in a public place, intended primarily for advertising.
Term: As appropriate

Audience: Army-wide

EPS implications: Not stored on the Army electronic publishing database.
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Table 8-1
The types and uses of DA administrative publications—Continued

Restrictions: The proponent must prepare a prescribing directive. All DA posters must be reviewed by the Office of the Chief of Public
Affairs, HQDA (SAPA-CI).
Other: Coordinate with USAPA (JDHQSV-PAP-F), before the artwork is prepared (mail to: td@usapa.army.mil).

8-2. Titles for administrative publications
Use the following guidance when selecting an appropriate title for an administrative publication:

a. Choose titles that are short, descriptive, fully explicit, and unique. Consider the subject of the division or part
(figure, table, or appendix), and choose a word or short phrase that clearly states what the subject is. Avoid long,
rambling titles and titles that are too general or vague. Use titles that will be familiar to your target audience and
phrases that they would look for in an online search.

b. Avoid using the title “General.” This title is sometimes given to divisions that contain broad or miscellaneous
information used to introduce a particular subject. Even in a broad introductory discussion, there is usually a more
specific title that can be used. If it is used, however, there should never be more than one division in a publication with
the title “General.”

c. Avoid repeating the titles of main divisions or the titles of subdivisions within a division. To avoid repetition,
ensure the title of each paragraph reflects the subject of the entire paragraph, the title of a section describes the overal
subject of all paragraphs within the section, and titles of chapters describe the overall subject of all sections within the
chapter.

d. Form titles or figures and table numbers should not be cited in the titles of divisions. If it is necessary to cite a
form in a title, give only the form’s number. If a paragraph introduces a figure or table, cite the number of the figure or
table in the text of the paragraph rather than in the title.

e. Abbreviations and RCSs should be avoided in the titles of divisions. If the user does not know the meaning of an
abbreviation, the title is of no use. Normally, abbreviations should be introduced in text. Guidance for exceptions is as
follows:

(1) If an abbreviation is used in a title, it should be explained there. In the Army EPS, because the table of contents
is generated automatically from the primary paragraph titles, any undefined abbreviations used in titles would appear in
the table of contents.

(2) There may be times when including an abbreviation in a title will help avoid redundancy or will be useful to
users. In these cases, the following rules apply:

(@) Include both the abbreviation and its meaning in the title, as in the following example:

3-8. Publications control officer (PCO)

A PCO will be appointed....

(b) Include the abbreviation by itself only if its meaning is explained in a preceding title, as in the following
example:

Chapter 8

U.S. Field Medical Card (FMC)

Preparation of the FMC

Supplemental FMCs
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Disposition of FMCs

(3) Include the RCS of a report only in the title of the division that prescribes the report. If the name of the report is
cited in the titles of other divisions, do not include the RCS.

8-3. Army regulations

An Army regulation (AR) is a directive that sets forth missions, responsibilities, policies, delegates authority, sets
objectives, and prescribes mandated procedures to ensure uniform compliance with those policies. Some mandated
procedures are allowed in Army regulations that are required and authoritative instructions containing the detail needed
to ensure basic policies are carried out uniformly throughout the Army. These mandated procedures also ensure
uniform implementation of public law, policy guidance, and instructions from higher headquarters or other Government
agencies such as the Joint Committee on Printing (JCP), Office of Management and Budget, or DOD.

8—-4. DA pamphlet

A DA pamphlet (DA Pam) is a permanent instructional or informational publication. The two basic types of pamphlets
are standard and informational. Procedures in DA pamphlets provide procedures, establish methods, and describe
optional or helpful methods of performing mission and functions, probable course of action, and how something is
effected.

a. A standard pamphlet usually accompanies an AR and is organized and printed in the same format as an AR. A
standard pamphlet is used to publish information (such as how-to procedures) needed to carry out policies and
mandated procedures prescribed in ARs.

b. An informational pamphlet has no set organization or format. An informational pamphlet is used to publish
information or guidance on subjects in support of Army missions. Because of its lack of standard format, digital
versions of informational pamphlets may be limited to page-image output formats.

8-5. DA circulars

A DA circular (DA Cir) is a temporary directive or informational publication that expires 2 years or less after its date
of issue.

8-6. DA and HQDA directives
DA directives and HQDA directives are permanent information memorandums issued by the SA that will remain in
effect until they are superseded or rescinded by the SA. They are intended to impart immediate policy, guidance, and
changes to policy. Use is restricted to the SA only. The proponent will be the SA. DA and HQDA directives will not
be staffed. DA directives will have Army-wide applicability and are intended for distribution Army-wide; HQDA
directives are applicable only to HQDA. If policy, guidance, or procedures issued in a DA or HQDA directive conflicts
with policy, guidance, or procedures in existing departmental publications, the proponents of these publications are
responsible for revising them (see para 8-11) to ensure compliance with the DA or HQDA directive. They will be—
a. Numbered by the OSA and indexed by USAPA (JDHQSV-PAP-D).
b. Posted to the USAPA Web site.

8—7. DA memorandums

a. DA memorandums (DA memos) are permanent directives with a limited distribution. A DA memo applies only to
HQDA and its field operating agencies. Memorandums are effective until superseded or rescinded.

b. Each DA memo must contain one of the following applicability statements:

(1) This memorandum applies to HQDA agencies only.

(2) This memorandum applies to HQDA and its field operating agencies.

c. A DA memo is prepared in a format similar to an AR, DA Pam, or DA Cir, with some variations. (Information
on the preparation of a DA memo follows, and a sample giving further preparation instructions is shown in chapter 10.)

8-8. Numbered HQDA letters
A numbered HQDA letter is prepared in a modified correspondence format rather than normal manuscript format.
Generic DA letterhead stationery is used for the first page.

8-9. Department of the Army general orders

a. A Department of the Army general order (DAGO) is a written directive containing material of general interest
(permanent or semi-permanent in duration) on the establishment, redesignation, inactivation, or discontinuance of Army
commands, installations, agencies, and activities; the announcement of awards, decorations, and unit citations; and
similar subjects. There are four types of DAGOs: regimental, obituary, reorganization, and award.
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b. After the required staffing has been accomplished, the proponent must submit the proposed DAGO with a DA
Form 260 to USAPA (daform260@usapa.army.mil).

(1) The proponent must submit a double-spaced draft manuscript in an ASCII or word-processing format either via
e-mail or on a disk.

(2) DAGOs are numbered consecutively with each calendar year, starting with the number 1. USAPA will assign the
numbers.

(3) USAPA will generate camera-ready copy and submit the DAGO for authentication.

8-10. New administrative publications

There are two ways of publishing administrative publications—new and revised (see table 8-2). There are also two
ways administrative publications could be issued—priority or routine (see table 8-3). New administrative publications
are publications that have never been published before. There are two types of new administrative publications: priority
issuance and routine issuance (see table 8-4). Proponents must use APPIP to prepare their new publications. Using
APPIP will make creating publications easier and facilitate the publishing process once they are submitted to USAPA
daform260@usapa.army.mil.

a. Priority issuance of new administrative publications. Electronic messages must not be used to issue new adminis-
trative policy or non-policy publications. When it is necessary to issue new policy or procedures immediately,
proponents must coordinate with OAASA PPO and USAPA editbr@usapa.army.mil to request priority processing.
OAASA PPO must approve all priority issuances of new administrative publications before they are submitted to
USAPA (editbr@usapa.army.mil). USAPA will assist in expediting the processing of the publication. These publica-
tions will be posted to the USAPA Web site and subsequently included on the next edition of the AEL. (See use and
restrictions in AR 25-30, para 3{3)(@) and (b).) New administrative publications using this procedure—

(1) Must have no more than 8 pages of text.

(2) Must be prepared using APPIP. (Using APPIP will ensure that all the required components are included.)

(3) Must be coordinated as indicated in AR 25-30, paragrapb(B¢&). After comments are incorporated, policy
publications must be sent to OTJAG for a functional and legal review. Non-policy publications must be sent directly to
the OAASA PPO after staffing comments are incorporated.

(4) Must be non-distribution-restricted and unclassified publications.

(5) Require the signature of a general officer (GO) or a member of the Senior Executive Service (SES) on the
accompanying DA Form 260 or memorandum. Electronic files must be submitted with the DA Form 260 to
daform260@usapa.army.mil. These files must include all manuscript pages, figures, tables, and illustrations. If submit-
ting the files by e-mail, include in the subject line “New priority issuance—publication number.”

(6) Must be submitted to OAASA PPO after staffing is complete (both policy and non-policy publications). OAASA
PPO will authenticate the publications and forward them to USAPA.

(7) USAPA must process each request in order of receipt. In the event of a conflict between priorities, the director
of USAPA will make a determination about which request takes precedence.

b. Routine issuance of new administrative publications. Routine issuance of new administrative publications include
publications that have never been published before but do notpriexitireissuance. New administrative
publications—

(1) Must be prepared using APPIP.

(2) Require the coordination indicated in AR 25-30, table 3-1, and in chapter 11 of this pamphlet.

(3) Must be forwarded to USAPA (JDHQSV-PAP-D), daform260@usapa.army.mil for processing with a signed
DA Form 260 and electronic files. The electronic files must include all manuscript pages, figures, tables, and
illustrations. If the files are submitted by e-mail, include in the subject line “New—(publication number).”

(4) Must go through the normal review process at USAPA. After the DA Form 260 is signed and submitted to
USAPA, the publications are reviewed and edited. Policy publications are then sent to OTJAG for a final legal review,
returned to USAPA for preparation, sent to OAASA for approval and authentication, and returned to USAPA for
publishing. Non-policy publications do not go to OTJAG for a final legal review or to OAASA for approval and
authentication.

(5) Will be made available on the USAPA Web site and on the next edition of the AEL.
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Table 8-2
Methods of publishing administrative publications

Method Definition

New Publications that have never been published

Revisions Updating (or revising) existing publications

Table 8-3

Types of issuances

Type Definition Restrictions

Priority Issuing policy or procedures immediately (in lieu of |— Must be approved by OAASA PPO
an electrical message). These publications are given | — Requires a general officer or SES approval
immediate attention in USAPA. — Must be no more than 8 pages of text or 8 pages of

DA Form 2028
— Must be non-distribution-restricted and unclassified
— Must be properly coordinated

Routine Issuing policy or procedures when it is not a priority. | No restrictions
These publications are not given immediate atten-
tion, they are assigned as normal jobs in USAPA.

Table 8-4

New publications

Issuance Type of publication Restrictions Submit

Priority Policy or non-policy — Must be a real priority. Issues new | — Completed DA Form 260,
or revised policies or procedures signed by general officer or SES
quickly (or attach signed memorandum)

— Must be no more than 8 pages of | and publications control officer
text or 8 pages on DA Form 2028 (PCO)

— Requires the signature of a gen- |- DA Form 2028, no more than
eral officer or SES on the DA Form | 8 pages (or 8 pages of text may
260 or accompanying memorandum | be submitted)

— Must be coordinated — Electronic copy (DA Form
— Must be non-distribution-restricted | 2028 or text pages on disk)
and unclassified publications — Copy of waiver for coordina-

— Must be submitted to OAASA tion (granted by OAASA PPO or
PPO after staffing (including the USAPA), if applicable
legal review by OTJAG) is complete

Routine Policy or non-policy (processes a | See specific type of publication us- |- Completed DA Form 260 with
rapid action, administrative, or ing the table (Types of Revisions) |appropriate signatures, including
major revision) below. the PCO

— Manuscript (would be 8 pages
of text if rapid action or adminis-
trative revision; entire publication
if major revision)

— DA Form 2028, if rapid action
or administrative revision

— Electronic copy of manuscript
or DA Form 2028 (on disk)

— Copy of waiver for coordina-
tion (granted by OAASA PPO or
USAPA), if applicable

8-11. Revisions to administrative publications

There are several ways to revise administrative publications (see table 8-5). Using the correct method will save time
and resources for all concerned. Routinely, published information will be revised using the administrative revision
process or the rapid action revision process. The methods of revising administrative publications are explained below.

a. Administrative revisions. Administrative revisions do not alter substantive content; they correct typographical
errors, update office symbols and e-mail addresses, update organizational names and addresses, or update references
(including uniform resource locator (URLS)). The proponent must give 30 days notice to USAPA before submitting
administrative revisions. USAPA will process the revision, giving it a new publication date, effective date, and
supersession notice (see para 12-6). The external references and forms will also be checked before publishing. If
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obsolete external references and obsolete forms are discovered, the administrative revision will be returned to the
proponent for corrections. Administrative revisions—

(1) Must be made only to publications currently posted to the USAPA Web site, which will be included in the next
update cycle for the Web page and the next quarterly AEL. (Generally, for publications still printed on paper,
administrative revisions will not be cost-effective, and they should be held until they can be included in a functional
revision.)

(2) Should be coordinated and submitted to USAPA as they occur. It is not necessary to wait until several
administrative revisions accumulate before submitting them.

(3) Require no formal coordination prior to submission. They must not include changes that affect the current roles,
responsibilities, policies, or mandated procedures specified in the publication.

(4) Must include the following statement on the DA Form 260, Justification: “Administrative-type revision. No
existing roles and responsibilities are affected, nor does the revision impose new roles and responsibilities or change
policies and mandated procedures.”

(5) Must not include any forms actions. (Forms actions must be submitted in a functional revision.)

(6) Must be submitted to OAASA, SAAA-ESOM-PO, 105 Army Pentagon, Washington, DC 20310-0105 (PPO
Distribution) prior to submission to USAPA Customer Service E-Pubs. If submitting files by e-mail, include in the
subject line “Administrative revision to (publication number, date).” OAASA will forward approved administrative
revisions to USAPA, but OAASA will return to the proponent any DA Form 260 for an administrative-type revision if
that revision contains substantive material.

(7) Must be forwarded for processing with a signed DA Form 260 (marked as indicated in (4), above), summary of
change, new history statement, DA Form 2028 indicating the affected paragraphs, and an electronic file of only the
affected paragraphs. (See table 12-2 for a summary of the publishing process by type of revision.)

b. Functional revisions. There are three types of functional revisions—priority revisions, rapid action revisions, and
major revisions (see table 12-2 for the publishing process). All three types are explained below.

(1) Priority revisions. Priority revisions must be a real priority. (See use and restrictions in AR 25-30, para
3-3(1).) They issue new or revised policies or procedures quickly. Priority revisions must be submitted to OAASA
PPO for approval. OAASA PPO will forward approved priority revision to USAPA. USAPA will process the revision,
giving it a new publication date, effective date, and supersession notice (see para 12-5). Where possible, the proponent
should provide USAPA as much advance notice as possible because external references and forms also need to b
checked before publishing. The revision will be made available immediately on the USAPA Web site and on the next
edition of the AEL. Priority revisions—

(@) Must be no more than 8 pages of text or 8 pages of DA Form 2028 and require the signature of a GO or SES on
the accompanying DA Form 260 or memorandum. Electronic files must be submitted with the DA Form 260.

(b) Must correspond to the numbering to the chapters, sections, and paragraphs in basic publication.

(c) Must be submitted with the revised materials only. Do not submit the entire publication.

(d) Must be coordinated as indicated in AR 25-30, paragraph(B¥&). After comments are incorporated, policy
publications must be sent to OTJAG for a functional and legal review. Non-policy publications must be sent directly to
the OAASA PPO after staffing comments are incorporated.

(e) Must be non-distribution-restricted and unclassified publications.

(f) Must be forwarded for processing with a signed DA Form 260, summary of change, new history statement, DA
Form 2028 indicating the affected paragraphs, and an electronic file of only the affected paragraphs. If submitting files
by priority e-mail, include in the subject line “Priority revision to (publication number, date).”

(g) Must be submitted to OAASA PPO after staffing is complete (both policy and non-policy publications). OAASA
PPO will authenticate the publications and forward them to USAPA.

(h) USAPA must process each request in order of receipt. In the event of a conflict between priorities, the director
of USAPA will determine which request takes precedence. USAPA will publish the priority revision to the USAPA
Web site within 24 to 48 hours.

(2) Rapid action revisions. The rapid action revision is the normal and most efficient process for revising adminis-
trative publications. Rapid action revisions process only the revised material consisting of no more than 8 pages of text
or 8 pages of DA Form 2028; manuscripts for the entire publication must not be submitted. Rapid action revisions
require the coordination as indicated in AR 25-30, table 3—1, and chapter 11 of this pamphlet. The proponent must
give a 30-day notice to USAPA before submitting all rapid action revisions. The 30-day notice is necessary to ensure
that electronic files, including tables and graphics, are ready to be composed and posted and will allow for a forms
management review. USAPA will process the revision, giving it a new publication date, effective date, and superses-
sion notice (see para 12-5). The external references and forms will also be checked prior to publishing. Rapid action
revisions—

(@) Must be forwarded to USAPA (JDHQSV-PAP-D), daform260@usapa.army.mil, for processing with a signed
DA Form 260, summary of change, new history statement, DA Form 2028 indicating the affected paragraphs, and an
electronic file that includes only those affected paragraphs. If submitting files by e-mail, include in the subject line
“Rapid action revision to (publication number, date).”
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(b) Must go through the normal review process at USAPA. After the DA Form 260 is signed and submitted to
USAPA, the publications are reviewed and edited. Policy publications are then sent to OTJAG for a final legal review,
returned to USAPA for preparation, sent to OAASA for approval and authentication, and returned to USAPA for
publishing. Non-policy publications do not go to OTJAG for a final legal review or to OAASA for approval and
authentication.

(3) Major revisions. Major revisions include manuscripts that are more than 8 pages of text or 8 pages of DA Form
2028 and consolidations of publications. Major revisions—

() Should be prepared and submitted to USAPA using APPIP. (Publications sent to USAPA that are not in APPIP
format will take significantly longer to process.)

(b) Require the coordination indicated in AR 25-30, table 3-1, and chapter 11 of this pamphlet.

(c) Must be forwarded to USAPA (JDHQSV-PAP-D), daform260@usapa.army.mil, for processing with a signed
DA Form 260 and electronic files with all manuscript pages, figures, tables, and illustrations. If submitting files by e-
mail, include in the subject line “Major revision to (publication number, date).”

(d) Must go through the normal review process at USAPA. After the DA Form 260 is signed and submitted to
USAPA, the publications are reviewed and edited. Policy publications are then sent to OTJAG for a final legal review,
returned to USAPA for preparation, sent to OAASA for approval and authentication, and returned to USAPA for
publishing. Non-policy publications do not go to OTJAG for a final legal review or OAASA for approval and

authentication.

Table 8-5
Type of revisions
Type Definition Issuance Restrictions Submit
Administrative Issuing administrative Routine — Must give USAPA 30-day — Completed DA Form 260 with ap-
changes (correcting typo- advance notice propriate signatures, including the
graphical errors, updating — Does not alter substantive | PCO
office symbols and e-mail content — DA Form 2028
addresses, updating or- — Must be publication currently | — Electronic copy (DA Form 2028
ganizational names and ad- posted to the USAPA Web site | on disk)
dresses, or updating refer- — Must not change the current
ences (including URLS) to roles, responsibilities, policies,
an existing publication. or mandated procedures spec-
ified in the publication
— Must not include any forms
actions
— Must be submitted to
OAASA PPO after DA Form
260 is signed
Priority Issuing policy or procedures | Priority — Must be a real priority. Is- |- Completed DA Form 260, signed
immediately (in lieu of an sues new or revised policies or | by general officer or SES (or attach
electrical message) procedures quickly a memorandum signed by a gen-
— Must be no more than 8 eral officer or SES initiating the pri-
pages of text or 8 pages of DA | ority revision) and PCO, and any
Form 2028 other required signatures
— Requires the signature of a |- DA Form 2028, no more than 8
GO or SES on the DA Form | pages (8 pages of text may also be
260 or accompanying memo- | submitted)
randum — Electronic copy (DA Form 2028
— Must be submitted with the |or text pages on disk)
revised materials only — Copy of waiver for coordination
— Must be coordinated (granted by OAASA PPO or
— Must be non-distribution-re- | USAPA), if applicable
stricted and unclassified publi-
cations
— Must be submitted to
OAASA PPO after staffing is
complete
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Table 8-5
Type of revisions—Continued
Type Definition Issuance Restrictions Submit
Rapid Action Issuing policy or procedures | Routine — No more than 8 pages of text | — Completed DA Form 260 with ap-
when it is not a priority. or 8 pages of DA Form 2028 | propriate signatures, including the
Most efficient method for re- — Manuscripts for the entire PCO
vising administrative publi- publication must not be sub- |- DA Form 2028, no more than 8
cations mitted pages (8 pages of text may also be
submitted)
— Electronic copy (DA Form 2028
or text pages on disk)
— Copy of waiver for coordination
(granted by OAASA PPO or
USAPA), if applicable
Major Issuing policy or procedures | Routine — Should be prepared and — Completed DA Form 260 with ap-
when it's not a priority. Man- submitted to USAPA using AP- | propriate signatures, including the
uscripts that are more than PIP PCO
8 pages of text or 8 pages — Requires the coordination in- | — Manuscript
of DA Form 2028 and con- dicated in AR 25-30 — Electronic copy of manuscript (on
solidations of publications disk)
— Copy of waiver for coordination
(granted by OAASA PPO or
USAPA), if applicable
Chapter 9

Numbering Scheme for Administrative Publications

9-1. Numbering administrative publications

a. Proponents should assign the type and series number to their manuscripts when preparing new publications.
Series numbers are explained in appendix H, table H-1. Use “-XX" after the publication type and series number to
indicate the publication is new.

b. Proponents revising publications where the series number has been changed to another series number should als
number revised manuscripts, as indicated,iabove. Publications that fall into this category may include, but are not
limited to—

(1) 105, Communications-Electronics, which have been renumbered in the 25 series.

(2) 351, Schools, which should use the 350 series.

(3) 340, Office Management, which have been renumbered in the 25 series.

c. Publications that fall intoa and b, above, must have the “-XX” replaced with a subnumber by USAPA,
JDHQSV-PAP-A (editbr@usapa.army.mil) when the manuscript is published.

d. Proponents revising other publications not mentionea and b, above, must reuse the same publication number
until the publication is determined to be obsolete. Obsolete publication numbers are not be reused.

9-2. Numbering Army regulations
Army regulations (ARs) must be numbered using “AR” and a series number (see table H-1) according to the subject of
the publication and a subnumber to distinguish among other regulations on the same general subject.

9-3. Numbering Department of the Army circulars
DA circulars (DA Cirs) must be numbered using “DA Cir" and a three-part number, as follows:
a. A series number according to the subject (table H-1).
b. The last two digits of the calendar year.
¢. A subnumber to distinguish between other circulars on the same subject that are issued in the same year.

9-4. Numbering Department of the Army court-martial orders
There are three types of DA court-martial orders. They must be numbered as indicated below. (Also see AR 27-10,
chap 12.)
a. General court-martial order (GCMO). Number consecutively within each calendar year, starting with 1 (GCMO
1) for the first order issued in a year.
b. Special court-martial order (SPCMO). Number consecutively within each calendar year, starting with 1 (SPCMO
1) for the first order issued in a year.
¢. Summary court-martial order (SCMO). Number consecutively within each calendar year, starting with 1 (SCMO
1) for the first order issued in a year.
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9-5. Department of the Army general orders
Department of the Army general orders (DAGOs) must be numbered using “DAGO” and consecutive humbers within
each calendar year, starting with the number 1 (DAGO 1) for the first order issued in a year.

9-6. Department of the Army memorandums

Department of the Army memorandums (DA Memos) must be numbered using “DA Memo,” a series number that
corresponds to the subject of the memorandum (table H-1), and a subnumber to distinguish between other memoran-
dums on the same general subject.

9-7. Department of the Army pamphlets
DA pamphlets (DA Pams) must be numbered using “DA Pam,” a series humber that corresponds to the subject of the
pamphlet (table H-1), and a subnumber to distinguish between pamphlets on the same general subject.

9-8. DA posters
DA posters must be numbered using “DA Poster,” a series number that corresponds to the subject of the poster (table
H-1), and a subnumber to distinguish among other posters on the same general subject.

9-9. Numbered HQDA letters
Numbered HQDA letters must be numbered using “HQDA Ltr" and a three-part number, as follows:
a. A series number that corresponds to the subject (table H-1).
b. The last two digits of the calendar year.
¢. A subnumber to distinguish between other letters on the same subject that are issued in the same year.

Chapter 10
Format

Section |
Manuscript Preparation for ARs, DA Pams, DA Cirs, and Multi-Service ARs

10-1. Army document format

Manuscripts are prepared in the standard Army document format (ADF) established for departmental administrative
publications (for example, ARs, DA Pams, DA Cirs, and multi-Service ARs). The format identifies the three major
manuscript components—front, body, and rear—and the required and optional statements, paragraphs, and other
elements included in these components. Table 10-1 shows the parts of a publication.

Table 10-1
Required parts of a publication
Part * AR DA Cir Multi-Service DA Memo HQDA Ltr

ARs DA Pams
Front
Cover R R R R R R
Summary of Change R R R R NA NA
Preface O NA O (0] (0] NA NA
Foreword 0] NA @) o o NA NA
Title page R R R R R NA NA
Table of contents R R R R R R NA
List of tables O (0] O (0] (0] NA NA
List of figures 0] (0] O (0] (0] NA NA
Body
Purpose R R R R R
References R
Explanation of terms
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Table 10-1
Required parts of a publication—Continued

Part 1 AR DA Cir Multi-Service DA Memo HQDA Ltr

ARs DA Pams
Responsibilities (0] R NA NA R (0]
Policies R R NA? NA? R R
Procedures NA R NA R R R R
Figures and tables (0] o (0] o (0] (0] o
Forms (6] O (0] O (0] (0] (0]
Reports (@] (0] (@] (0] O (@] (0]
Rear
Appendixes? R R R o] o]
Glossary R (0] O
Index e} 0] e} 0] o NA NA
Legend for Table 10-1:
R=Required
O=Optional

NA=Not applicable

Notes:

1 The APPIP template formats the parts of a publication automatically.

2 Policies are explained in a DA Pam rather than prescribed.

3 Appendix A must be "Required" and "Related" references and "Prescribed" and "Referenced" forms in all ARs and DA Pams.

a. Front. The front includes all or some of the elements and paragraphs listed below. Table 10-2 shows the title
page requirements. A sample manuscript page of front is shown in figure 10-1.

(1) Issuing headquarters

(2) Address of issuing headquarters

(3) Date of issue

(4) Publication number

(5) Effective date (for regulations) or expiration date (for circulars)
(6) Publication series title

(7) Publication title

(8) Distribution restriction statement

(9) Destruction notice

(10) Preface

(11) Summary of change

(12) Foreword

(13) Title page

(14) History paragraph

(15) Summary paragraph

(16) Applicability paragraph

(17) Proponent and exception authority paragraph

(18) Army management control process paragraph

(19) Supplementation paragraph

(20) Suggested improvements paragraph

(21) Optional special use paragraph (for example, committee statement)
(22) Distribution

(23) Table of contents, list of tables, and list of figures
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Issuing headquarters

Address

Date of issue .....ccooeeeriercnicancanens

Publication number.........cccc..n.

Effective date (regulations
only) or Expiration date
(circulars and numbered
HQDA letters only).....cccocveeerens

Publication series title .......ccoeues

Publication title......cccevirvecnsens

Distribution restriction
statement (This is an optional
entry, if used, it will appear
both on the front cover and
the title page.).....ccesenecusencaseonas

Destruction notice........ccuuveersenns
(Is required when a
distribution restriction
statement is used. It also
appears on the title page.)

Summary of change.........c..c...
(The summary of change
appears between the cover
and the title page. Do not use
acronyms in the summary of
change.)

Foreword......ecvmenninnsesesscsssens
(DA Pam only. If used,
appears before the title page.)

Headquarters

Department of the Army
Washington, DC

(Leave blank; USAPA will insert.)
*Army Regulation XX-XX

(If applicable, an asterisk indicating a supersession notice appears at the bottom
of the title page.)

(Leave blank; USAPA will insert.)
Information Management

Publishing Administrative Publications

Distribution restriction. This publication contains technical or operational
information that is for official Government use only. Distribution is limited to
U.S. Government agencies. Requests from outside U.S. Government agencies for
resale of this publication under the Freedom of Information Act (FOIA) or the

F oreign Military Sales (FMS) Program must be made to (insert agency or
command, office symbol, and address).

Destroy by any method that will prevent disclosure of contents or reconstruction

of the document.

AR XX-XX
Publishing Administrative Publications
This revision-- .
a. Assigns responsibilities for all HQDA agencies in regard to the Army

Publications Program.
b. Mandates procedures to use to publish all Army-wide publications.

(This is an optional entry.)

Figure 10-1. Front: sample manuscript page
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Title page

Authentication .......ccvveviesniaees
(The AASA authenticates
most departmental
publications, those that are
not, are authenticated by the
Secretary of the Army.)

Authentication (if the
Secretary of the Army
authenticates a
publications.).......ccccecverecerrarancns

(Consists of heading information, the authentication, and required and optional

paragraphs. Sample follows.)

By Order of the Secretary of the Army:

(NAME)
General, United States Army

Chief of Staff
Official:

(Signature)
Administrative Assistant to the
Secretary of the Army

(Signature)
(NAME)
Secretary of the Army

History. This regulation was last revised on 27 December 2000.

Summary. This regulation provides policy for publishing departmental

publications.

Applicability. This regulation applies to the Active Army, the Army National
Guard of the United States (ARNGUS), and the U.S. Army Reserve (USAR).

This regulation does not apply during mobilization.

Figure 10-1. Front: sample manuscript page—Continued
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This paragraph is used.............
in ARs only. (If appropriate,
the functional proponent will
develop a management
control checklist.)

This paragraph is used.............
in ARs only.

This is an optional.......cc.oceeueeeene
paragraph.

Table of contents, table list,
and figure list. ....cocveevrrneerevecneee.

Proponent and exception authority. The proponent of this regulation is
the (name of the principal HQDA official: for example, the Deputy Chief
of Staff; G-3). The proponent has the authority to approve

exceptions to this regulation that are consistent with controlling faw and
regulations. Proponents may delegate the approval authority, in writing, to

a division chief within the proponent agency in the grade of colonel or the
civilian equivalent.

Army management control process. This regulation contains management
control provisions and identifies key management controls that must be
evaluated.

Supplementation. Supplementation of this regulation and establishment of
command and local forms are prohibited without prior approval from (agency
or command, office symbol, and address).

Suggested improvements. Users are invited to send comments and
suggested improvements on DA Form 2028 (Recommended Changes to
Publications and Blank Forms) directly to (proponent or preparing agency’s
name and address.)

Committee establishment approval. The DA Commiitee Management
Officer concurs in the establishment of the (committee name).

Distribution. Distribution of this publication is made in accordance with

The requirements of (insert IDN) intended for electronic distribution only.

(Proponents submitting ARs, multi-Service ARs, DA Pams, or DA Cirs are
no longer required to submit a table of contents. It is automatically generated
by the Army Electronic Publishing System and will also include a table list

and figure list.)

Figure 10-1. Front: sample manuscript page—Continued
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Table 10-2
Title page requirements
Element?! AR DA Cir | Multi-Service DA Memo HQDA Ltr

ARs DA Pams
Heading R R R R R
Authentication block R R R R R
History statement R R R R R NA NA
Summary R R R R R NA
Applicability R R R R R NA
Proponent and exception authority R R R R R R
Army management control process R NA R NA NA NA NA
Supplementation R R R NA NA NA NA
Suggested improvements R R R R R NA NA
Committee establishment approval (@) O (0] (0] O (0] O
Distribution statement R R R R R NA NA
Distribution restriction statement (0] (0] O O (0] NA NA
Destruction notice (@) O (0] (0] O NA NA
Supersession R R R R R R R
Legend for Table 10-2:
R=Required
O=Optional
NA=Not applicable
Notes:
1 The APPIP template formats the parts of a publication automatically.

b. Body. The body or text of a publication may include parts, chapters, sections, paragraphs, and subparagraphs.
Two or more elements must be shown for each division used in the manuscript (for example, two chapters or two
parts). In ADF, the text begins with paragraphs titRpose, References, and Abbreviations and Terms, and a
statement of responsibilities. The statement of responsibility may be prepared as a paragraph, section, or chapter. A
sample manuscript page is shown in figure 10-2.
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Leave two double-spaces.....oue.
between chapter title and
section 1, between sections, and
between section titles and

first paragraphs of sections.
Double-space within and
between paragraphs. Set tabs
at 3, 6, and 9 for subparagraph
indentions.

Subparagraphs may be...............
titled or untitled. If
subparagraphs are titled at one
level, title all at the same level
within the paragraph.

If a subparagraph iS ......cceeensenens
titled, end the title with a period,
leave two spaces, and begin the
paragraph text on the same line,

References are always................
inserted as paragraph 1-2. If
paragraphs do not have
subdivisions, or begin with
introductory text bhefore
subdividing, start the following
text at the left margin,

Explanation of.........cccoccciicninreane
abbreviations and terms are
always inserted as paragraph
1-3.

Responsibilities are ...
normally placed in paragraph
1-4 but can be placed in a
section titled “Responsibilities”
in the first chapter or, if very
lengthy, it can be placed as
chapter 2 titled
“Responsibilities.”
Responsibilities are listed in
order of protocol.

Chapter 1

Introduction
(two double spaces)
Section 1
Motor Vehicles
{two double spaces)
1-1. Purpose
a. This regulation sets policy, responsibilities, and procedures for motor
vehicle traffic supervision on military installations.
(1) Registration of vehicles...
(2) Vehicle registration in. ..
(a) Continental United States (CONUS). Vehicles...

(b) Outside CONUS. Vehicles registered outside CONUS. ..

1-2. References
Required and related publications and prescribed and referenced forms are

Listed in appendix A.

1-3. Explanation of abbreviations and terms

Abbreviations and special terms used in this regulation...

1-4. Responsibilities
a. The Administrative Assistant to the Secretary of the Army will—
(1) Serve as the senior Army official for motor vehicle. ..
(2) Serve as the senior Army policy official for Army-wide...

b. The Director, Installation Services will—

Figure 10-2. Body: sample manuscript page
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c. Rear. Just as with front and body, rear information placed at the back of the publication follows the general
pattern of the ADF. The rear contains an appendix A (for references), a glossary, and an optional index. It may also
include checklists and reproducible forms, in printed publications only (R-forms). A glossary must include an abbrevia-
tions section, followed by a section of terms, followed by a section of special abbreviations and terms. A sample
manuscript page showing required and optional material placed at the back of a publication is shown in figure 10-3.

Appendix A is always ........cuue.e. Appendix A
reserved for references. It must
list required and related References

publications and prescribed and
referenced forms in the four
sections shown here.
Section I

Required Publications
Required publications................
must cite the paragraph where AR 15-6
they are referenced in text.
Interservice Support Installation Area Coordination. (Cited in para 12-22.)

Section T
Related publications................... Related Publications
must be listed but do net require
a paragraph citation. A related publication is a source of additional information. The user...
AR 5-20
Commercial Activities Program
Section III
Prescribed foFms are......ccceeuc.. Prescribed Forms
authorized and issued by the .
proponent’s publication. DA Form 17
Instructions for completing the
form also appear within the Requisition for Publications and Blank Forms. (Prescribed in paras 2-57,
publication.
2-58, and 5-8.)
Section IV
Referenced Forms
DA Form 201
Military Personnel Record Jacket, U.S. Army
Appendix B, C, and ......c.ccerueninne Appendix B
so forth. If included, these
appendixes must begin with a Additional Instructions for Travel Orders

title and must be followed by a
list, table, figure, or text with at  Section I
least two subdivisions.
Types of Conveyance

B-1. Personal vehicle

Travel by privately owned conveyance is authorized as more advantageous...

B-2. Commercial ground transportation

Figure 10-3. Rear: sample manuscript page
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Glossary
The glossary must contain three
sections as shown here. If there
are no entries in a section, use
the statement, “This section
contains no entries.”

Index

a. Soldiers are authorized special use of conveyance.
b. Soldiers are authorized travel within and around temporary duty...

Section 1T

Baggage

B-3. Excess baggage is...

B-4. Concurrent travel of dependents...

Glossary

Section 1

Abbreviations

AAL

Additional authorization list

COM

Computer output microfilm

Section 11

Terms

Production Unit

Used for printing, duplicating, self-service copying, and...

Section IT1

Special Abbreviations and Terms

ADF

Army document format

Index

This index is organized alphabetically by topic and subtopic. Topics and

subtopics are identified by paragraph number.

Classifying publications
Administrative publications, additional requirements, 2-12
Doctrinal and training publications, additional requirements, 2-1

Commercial communications service designators

Figure 10-3. Rear: sample manuscript page—Continued
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10-2. Division numbering and titling
The divisions of a publication (such as paragraphs, sections, and chapters) and certain parts (figures and tables) are
numbered to help make referencing easier. (See paragraph 2-1 for more information.)

10-3. Security classifications and protective markings

a. Classified publications must have security classification markings. Each manuscript page must clearly bear the
proper page markings, and the manuscript must be properly portion-marked. The classification source must be given,
and declassification or review instructions must be shown. Some publications require other specialized security
markings. (See AR 380-5 for instructions on marking classified documents, and see appendix C for more information
on security classifications and markings.)

b. Unclassified publications requiring protection in the public interest and according to The Army Privacy Program
must have protective markings in accordance with AR 25-55 and AR 340-21, respectively.

¢. Should any questions arise concerning manuscript markings, contact your agency security manager.

10-4. Summary of change

The summary of change appears between the cover and the title page and must be submitted with the draft for
coordination, according to AR 25-30. The summary of change provides a description of the changes being incorporated
into the revised document. List these changes in the same order as they appear in the publication, and cite the
paragraph number where the change is taking place. Do not use acronyms in the summary of change. New publications
must also contain a summary of change that briefly outlines major issues presented in the document.

10-5. Foreword and preface
A foreword differs from a preface in that it is an introductory note written as an endorsement by a person other than
the author—both are optional.

a. Foreword. A foreword serves as an optional opening comment that leads the reader into a publication; it
introduces the publication or its subject. The action officer or an endorsing official (such as the SA or Chief of Staff,
Army (CSA)) may write the foreword. The foreword should always be brief (no more than three double-spaced
manuscript pages), and it should be placed before the title page.

b. Preface. A preface provides an optional opening comment by the author that pertains to the text as a whole or to
specific parts. It is also placed before the title page.

10-6. Title page

The title page shows the publication’s number and title and gives other information about the publication. The title
page follows the optional preface or foreword. The specific contents or parts of a title page are shown in figure 10-1
and explained in paragraphs 10-7 through 10-17.

10-7. The heading
The heading includes—

a. The issuing headquarters. The issuing headquarters for all departmental publications is “Headquarters, Depart-
ment of the Army, Washington, DC.”

b. The date of issue. The date of issue is the date the publication is distributed to its users. USAPA assigns the issue
date.

¢. The publication number. The publication number consists of an abbreviation of the document type, series number,
and subnumber that identify the publication (for example, AR 25-30 and DA Pam 25-30). The subject series that a
publication belongs to and the series number may be determined by referring to table H-1. For new publications,
submit drafts with Xs for the subnumbers (for example, AR 25-XX). If several documents are being developed
concurrently, use distinctive placeholders for the subnumbers (for example, AR 25-XX and AR 25-XY). USAPA
confirms the series number and determines and inserts the subnumber.

d. The effective date. The effective date is the date on which the policies and procedures in the publication take
effect and when users must begin to follow them. The effective date will be at least 30 days after the publication date.
Only ARs and multi-Service ARs have effective dates. USAPA establishes the effective date. If the effective date is
dictated by public law, DODD, Executive order, court order, Congress, or another Government agency, this should be
explained on the DA Form 260.

e. The expiration date. The expiration date is the date on which a publication expires. Temporary publications such
as circulars and numbered HQDA letters have expiration dates. USAPA assigns this date.

f. Publication series title. The selected publication series should clearly and briefly describe the subject.
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g. Publication title. The title given to the publication should clearly and briefly describe the subject.

h. Distribution restriction statement. The distribution restriction statement tells users that a publication contains
technical or operational information that is FOUO and that the publication may prove harmful to U.S. interests if
released outside the Government. Administrative publications with distribution restriction statements must be printed in
paper. They cannot be distributed by Internet Web site or the AEL CD-ROM. If a publication contains such
information, it must have a distribution statement and a destruction notice included. The following are examples of the
statements that must appear on the cover and title page of the publication.

Distribution restriction. This publication contains technical or operational information that is for official Govern-
ment use only. Distribution is limited to U.S. Government agencies. Requests from outside the U.S. Government
for release of this publication under the Freedom of Information Act or the FMS Program must be made to (office
symbol and address of proponent).

Destruction notice. Destroy by any method that will prevent disclosure of contents or reconstruction of the
document.

10-8. Authentication block

The authentication is the signature block of the SA or the signature blocks of the CSA and the AASA who sign on
behalf of the SA. Publications authenticated by the Chief of Staff, Army and the AASA will consist of the line, “By
Order of the Secretary of the Army:” USAPA will coordinate though the appropriate channels for submission to the
appropriate authenticating official. Proponents must not circulate draft manuscripts with a reproduced signature shown
in authenticated publications. (See para 5-2 for additional information.)

10-9. History statement

The history statement is a required paragraph that tells the reader whether the publication is new or a revision. Every
administrative publication must contain a publishing history statement. This paragraph must be titled “History.” Each
publishing history statement is specific to that publication. It must be the first paragraph on the title page and must
appear directly before the summary statement.

10-10. Title page summary paragraph

a. The summary paragraph on the title page describes the publication’s contents. As its name implies, a summary
paragraph should be brief, but it should also fully identify all of the contents.

b. Summaries are written in several ways, depending on whether they are for a new publication, a revision, or a
consolidation.

(1) Summary paragraph for a new publication. The summary for a new publication describes all the major topics or
key points in the publication. If a publication is written to implement or comply with a higher directive or is a
companion to another publication, this fact should also be stated. The following paragraph is an example of a summary
for a new publication:

Summary. This regulation covers the preparation and management of medical records; it is to be used with AR
40-XX. This regulation gives instructions on the recording of diagnoses and treatments; it explains the policy on
the confidentiality of medical information; and it gives instructions for filing, requesting, and disposing of medical
records. Specifically, this regulation describes the preparation and management of the Health Record, Inpatient
Treatment Record, Outpatient Treatment Record, and the particular reports that must be included in these records.

(2) sSummary paragraph for a revision. The summary of a revised publication describes both the main topics
covered by the publication and the major changes made by the revision, as in the following example:

Summary. This regulation on the preparation and management of medical records has been revised to update the
policy on the confidentiality of medical information; simplify the instructions on filing, requesting, and disposing
of medical records; and add an appendix of acceptable medical abbreviations.

(3) Summary paragraph for a consolidation. The summary of a consolidated publication states that the publication
is a consolidation. However, it is not necessary in this paragraph to mention the publications or parts of publications
being combined. After stating that the publication is a consolidation, write the rest of the summary as for a new

58 DA PAM 25-40 « 30 April 2002



publication. The following example shows how to begin a summary for a consolidation:

Summary. This regulation is a consolidation of several regulations that cover the preparation and management of
medical records. This regulation gives instructions on. . . .

10-11. Applicability statement

a. The applicability statement identifies to whom the publication applies by specifying the appropriate components
(Active Army, Army National Guard of the United States (ARNGUS), and U.S. Army Reserve (USAR)). A short
sentence or two may be added to more specifically identify the individual users and organizations the publication
applies to.

b. The proponent must include a mobilization statement for publications with A and B distribution levels, as
indicated in AR 25-30. The following sample paragraphs include examples of mobilization statements:

Applicability. This regulation applies to the Active Army, the Army National Guard (ARNG), and the U.S. Army
Reserve (USAR). It also applies to all personnel who operate unit mailrooms at company and battalion levels.
During mobilization, the proponent may modify chapters and policies contained in this regulation.

Applicability. This pamphlet applies to all Department of Defense (DOD) services, agencies, and activities
involved in the acquisition of electronic test equipment, either as the executive or participating Service or agency.
During mobilization, procedures in this publication can be modified to support policy changes as necessary.

c. Army National Guard (ARNG) and ARNGUS are two terms that are often confusing and misused. There is an
enormous difference, and the two terms are not interchangeable.

(1) ARNG describes Army soldiers who are under the control of individual States and Territories. When an Army
publication is intended to govern the conduct of personnel or units while in an ARNG capacity, it is appropriate for
such publications to refer to the ARNG, as opposed to ARNGUS. When an Army publication is meant to apply to
ARNG soldiers in both an ARNG capacity and in an ARNGUS capacity, then the term “ARNG” is appropriate.

(2) ARNGUS, on the other hand, describes ARNG soldiers who are mobilized and come under control of Federal
authorities. Most personnel type regulations will use the term “ARNGUS.” Equipment and other types of publications
will use “ARNG.” This distinction must be correct in the “applicability” paragraph that appears in all Army administra-
tive publications.

d. Questions concerning which term to use should be referred to the servicing legal counsel.

10-12. Proponent and exception to policy authority statement

The proponent and exception authority statement names the author of the policy and procedures contained in a
publication and provides the authority for approval of exceptions. The proponent must be a person, not an office (for
example, the proponent in the following example is the Deputy Chief of Staff, G-3 (DCS, G-3) not the Office of the
Deputy Chief of Staff, G-3 (ODCS, G-3)). A sample of a proponent and exception authority statement follows:

Proponent and exception authority. The proponent of this regulation is the (insert the name of the principal HQDA
official; for example, the Deputy Chief of Staff, G—3). The proponent has the authority to approve exceptions to
this regulation that are consistent with controlling law and regulation. Proponents may delegate the approval
authority, in writing, to a division chief within the proponent agency in the grade of colonel or the civilian
equivalent.

10-13. Army management control process statement

The Army management control process statement (formerly, Army internal control review checklists) refers to the
identification of key management controls that must be formally evaluated. This statement applies only to ARs. If a
checklist is used, it must be included in the AR as an appendix. All functions and programs are subject to requirements
of AR 11-2, but not all functions have management control review checklists. A statement must occur, specifying
whether management control review checklists are published in the AR. Three sample Army management control
statements follow:

Army management control process. This regulation contains management control provisions in accordance with
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AR 11-2, but it does not identify key management controls that must be evaluated.

Army management control process. This regulation contains management control provisions and identifies key
management controls that must be evaluated.

Army management control process. This regulation does not contain management control provisions.

10-14. Supplementation statement

The supplementation statement tells the user that the regulation cannot be supplemented and forms cannot be
established without the proponent’s approval. Only regulations have these statements. Where supplementation is
allowed and the proponent has approved a supplement, that supplement can be cited and hot-linked. Sample supple-
mentation statements follow:

Supplementation. Supplementation of this regulation and establishment of command and local forms are prohib-
ited without prior approval from (agency or command, office symbol, and address).

Supplementation. Supplementation of this regulation and estabb$hcoenmand and local forms are
prohibited without prior approval from (agency or command, office symbol, and address). U.S. Army Forces
Command (FORSCOM) and U.S. Army Medical Command (MEDCOM) supplements have been approved by the
(agency or command).

10-15. Suggested improvements statement
This statement tells where comments or suggestions for changes or improvements may be sent. A sample suggested
improvements statement follows:

Suggested improvements. Users are invited to send comments and suggested improvements on DA Form 2028
(Recommended Changes to Publications and Blank Forms) directly to (insert proponent or preparing agency name
and address).

10-16. Supersession notice

a. The supersession notice states which publications or parts of publications are being replaced. If the publication
supersedes all or parts of another, include a supersession notice on the bottom of the title page. (Not every type of
publication can supersede all other types. See table 10-3 for guidance on supersessions.) The supersession notice must
be placed at the bottom of the first page of text preceded by an asterisk. Guidelines for writing a supersession notice
are as follows:

(1) Cite the publication number and date of issue of each superseded publication. If the publication supersedes only
parts of another publication, cite the number of each part.
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Table 10-3

Authorized supersession

If the publication is a— then it may be used to supersede a—

AR AR, DA Pam, DA Cir, DA Memo, or humbered HQDA letter
DA Pam DA Pam, DA Cir, numbered HQDA letter

DA Cir DA Cir or numbered HQDA letter

DA Memo DA Memo

Numbered HQDA letter Numbered HQDA letter

(2) Cite the number and date of each rescinded form. Do not cite superseded forms.

(3) Cite the RCSs, forms, and DA publications that are being rescinded or superseded.

(4) Do not cite any changes that have been issued for a superseded publication. Since changes are considered part
a publication, the changes are automatically superseded when the new updated version of the publication is published.

(5) Do not cite command or agency publications.

b. An example of a supersession notice follows:

*This regulation supersedes AR 123-45, 5 December 1986; DA Cir 678-9, 13 August 1990; 8 November 1988;
sections | and Il of chapter 7, AR 98-76, 9 January 1987; and chapters 7, 8, and 9, and AR 432-10, 4 September
1983; and it rescinds DA Form 123, 8 November 1988; RCS 1234; and RCS 5678.

10-17. Table of contents

a. Proponents who use the EPS do not have to submit a file for the table of contents. A computer generated table of
contents will be inserted using the paragraph headings and table and figure caption lines listed in the data file.

b. For informational pamphlets and any publications that are to be published other than electronically, prepare one
table of contents that includes all of the parts, chapters, or sections of the whole publication.

(1) List the divisions of the publication by number and the title given in the text. List the divisions in the same order
they appear in the text.

(2) Include the main divisions of the publication in the table of contents: parts, chapters, sections, paragraphs,
appendixes, glossary, and index. Subparagraphs, a foreword, or a preface need not be listed. Tables and figures are nc
usually listed (unless large numbers of them appear within the publication and it becomes desirable to categorize them).

(a) If tables or figures are to be listed in the table of contents, list them all. List tables or figures immediately after
the appendix listings—tables first, then figures.

(b) Tables and figures must be listed in numerical order, with the table or figure number followed by the title.

10-18. Body content and format

The body is the main part of a publication and is located after the front. It consists of the parts, chapters, sections, and
paragraphs that are used to explain the policies and procedures in an administrative publication. The first four
paragraphs in the body of ARs and DA Cirs are “Purpose,” “References,” “Explanation of Abbreviations and Terms,”
and “Responsibilities,” as shown in figure 10-2. The text that follows and figure 10-2 describe the contents for specific
parts of the body and give guidance on preparing them.

10-19. Purpose paragraph

a. The purpose paragraph is the first paragraph in the body. It is an introduction, stating the general purpose of the
publication. The purpose may be stated by function, scope, and objective, as follows:

(1) Function. A statement describing the function of a publication explains how the subject of the publication is
treated. For example, a directive publication, such as a regulation, prescribes policies and responsibilities for a subject.
An informational publication, like a pamphlet, explains a subject or explains the procedures needed to implement the
policy on a subject.

(2) Scope. A statement describing the scope of a publication explains the extent to which the subject is covered or
how far a publication applies to a given subject. For example, some publications may describe an entire program;
others may describe only part of a program. Avoid confusing scope with applicability; scope is the extent of the
subject, not the extent of the audience.

(3) Objective. A statement describing the objective of a publication explains what is to be achieved by issuing the
publication. If the publication is intended to achieve some result beyond explaining a subject or prescribing policy on a
subject, that result is the objective of the publication.
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b. In a purpose paragraph, state the function of the publication. Explaining the scope or objective is optional; do so
only if the scope or objective affects the user’s understanding of the publication.

c. Other guidelines for writing a purpose paragraph follow:

(1) Function, scope, and objective are the contents of the purpose paragraph. They are to be stated in one brief
paragraph, without subparagraphs.

(2) The purpose paragraph describes the entire publication. Write only one purpose paragraph for the publication,
not one for each chapter.

d. The sample purpose paragraph below includes, in order, statements of function, scope, and objective:

1-1. Purpose This regulation sets policies and procedures for preparing and managing medical records. It applies
to the principal patient treatment records used at all Army medical treatment facilities. This regulation reforms
current recordkeeping practices by setting a standard for preparing and managing records.

10-20. Reference paragraph
The references paragraph is a required paragraph always inserted as “1-2. References” in the body. In the Army
document format, the references paragraph refers the reader to appendix A, which lists a publication’s references. (See
fig 10-3 and para 10-21 for guidance on how to prepare an appendix A.)

a. The references paragraph refers to required publications, related publications, prescribed forms, and referenced
forms cited in a manuscript. Write paragraph 1-2 as follows:

1-2. References Required and related publications and prescribed and referenced forms are listed in appendix A.

b. If needed, adjust the wording of the paragraph to describe the references cited in the manuscript. For example, if
there are no prescribed forms, write paragraph 1-2 as follows:

1-2. References Required and related publications and referenced forms are listed in appendix A.

10-21. Preparation of references for appendix A

a. Contents. The reference paragraph in the body (always inserted as para “1-2. References”) refers the reader to
appendix A for a list of publications and forms cited in the publication.

b. Validating references. Carefully check all references to publications and forms cited in a publication to ensure
that they are not rescinded. Use DA Pam 25-30 to check references to publications and forms.

(1) A required publication is a source the user must refer to. Without reading that publication, the user cannot
understand or comply with your publication.

(2) A related publication is merely a source of additional information. By reading it a user may better understand a
subject but does not have to read it to understand or comply with the publication.

(3) If a referenced publication is not available on an official Internet Web site, the AEL CD-ROM, or through
normal Army distribution channels, the source of supply and its address must be added after the title. An example
follows.

DCID 1/16 Supplement—Security Manual for Uniform Protection of Intelligence Processed in Automated Systems
and Networks (U) (SECRET)(This publication may be obtained from DIA (SY-ID), Bolling Air Force Base,
Building 6000, Washington, D.C. 20340-0001.

(4) A referenced publication that is required guidance in one context and related guidance in another context is
listed in the required publication section of appendix A.

(5) Publications that are not cited in text may be listed in the related publications section of appendix A. Do not list
in appendix A more than two related publications not cited in the text. All publications listed as required must be cited
in the text.

(6) Forms cited in the publication must be listed as prescribed or referenced. If cited forms are not available on the
USAPA Web site or EM 0001, indicate where they are available.

(a) Prescribed forms are mandated by the publication; that is, the publication prescribes the use of the form.

(b) Referenced forms are prescribed by a publication other than the one in which the forms are referenced.

c. Format. Appendix A is divided into four sections—one for required publications, one for related publications, one
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for prescribed forms, and one for referenced forms. If there are no entries in a section, insert the section heading and
the following text, “This section contains no entries.” (The standard format for app A is shown in fig 10-3.)

(1) within each section, list the publications alphabetically by type (ARs, DA Pams, and so forth). Within each type,
list the publications in numerical order. List forms alphabetically by type, and in numerical order within each type.

(2) For each publication and form listed in appendix A, cite its number on one line, then place the title on the next
line directly below. Insert blank line between each publication or form entry. (See fig 10-3 for an example of this
format.)

(3) After the title of each required publication and prescribed form, tell the user where the publication and form is
cited and prescribed in the manuscript. (See fig 10-3 for an example of a citation.)

10-22. Explanation of abbreviations and terms paragraph

The abbreviations and terms paragraph is always inserted as paragraph “1-3. Explanation of abbreviations and terms”
in the body and always refers the reader to the glossary. The following paragraph is an example of an abbreviations
and terms paragraph:

1-3. Explanation of abbreviations and terms

Abbreviations and special terms used in this regulation are explained in the glossary.

10-23. Responsibilities paragraph

a. Content. In the responsibilities paragraph, identify the individuals who must carry out the policies and procedures
prescribed by the publication, and specify the functions each person must perform. When writing a responsibilities
paragraph, keep the following guidance in mind:

(1) Identify the individuals and list their specific primary functions. Avoid explaining in detail what the functions
are or how to do them. These details should be explained elsewhere in the publication. If the user is to take special
note of the details, refer to where the details are explained.

(2) Identify individuals (duty titles or positions), not organizations. If responsibilities are to be assigned to an entire
organization rather than to specific people within it, name the head of the organization. It is understood that he or she
is ultimately responsible for the performance of the functions but will not perform them personally. If the term
commander is used, specify the level of command (for example, unit commander or MACOM commander).

(3) State the person’s specific duties. Avoid using vague language.

b. Format. List the individuals and their functions according to the chain of command; identify the person at the
highest level first and then proceed down through the chain. If several individuals are at the same level, list them
according to the size or importance of their responsibilities, naming the one with the most responsibility first.
Individuals at the same organizational level are listed in protocol order. A sample responsibility paragraph follows:

1-4. Responsibilities

a. The Administrative Assistant to the Secretary of the Army (AASA) will—

(1) Serve as the senior Army official for publishing and printing regulations and directives.

(2) Serve as the senior Army policy official for Army-wide publications and printing.

(3) Serve as the DA functional proponent for information management and the management of information

systems (including publications and printing).

c. Placement.
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(1) If individuals are responsible for carrying out the policies and procedures described throughout the publication,
they may be listed in—

(a) A paragraph at the beginning of the publication. Put the paragraph after the paragraph that details the purpose,
reference, and explanation of abbreviations and terms.

(b) A section in the first chapter. If there are too many responsibilities to list in a paragraph, list them in a section
titted “Responsibilities.” The section should be close to the front of the chapter, preferably the second section.

(c) A separate chapter. If there are too many responsibilities to list in a section, list them in a chapter titled
“Responsibilities.” It should be the second chapter.

(2) Responsibilities may be listed in any chapter if the individuals identified are responsible for carrying out the
policies and procedures described only in that chapter. If the individuals are also responsible for policies and
procedures in other chapters, they should be listed in the first chapter of the publication, and the reader should be
referred to that chapter for specific detail. When listing responsibilities in a chapter—

(a) Determine by their length whether responsibilities should be listed in a paragraph or section.

(b) Place the responsibilities paragraph or section as close to the front of the chapter as possible; if the text is a
paragraph, use one of the first; if the text is a section, use the second section.

10-24. Policies and procedures

a. Content. Policies and procedures are the main contents of the body of an administrative publication. Most of the
paragraphs, sections, and chapters of a publication explain policies and procedures. Policies are general courses of
action to be taken. Procedures are an orderly series of specific actions taken to carry out policy. ARs establish policies;
only those procedures that are necessary to provide clarity to the statements of policy should be included in an AR.
More detailed, how-to procedures must be placed in a standard DA pam. The more detailed step-by-step instructions on
how to achieve what is prescribed by the regulation must be published in a pamphlet. More simply, policies are
statements of what to do; procedures are statements of how to do it. For example, policy on requisitioning publications
may include an explanation of what requisitioning is, the units that may do it, when they may do it, the items they may
order, where they order them from, and what order form to use. Procedures may include step-by-step instructions on
how to become eligible to order publications, how to fill out the order form, and how to submit orders.

b. Organization. There is no unique organization, wording, or format for policies and procedures. Organize and
write policies and procedures using the command language and style discussed in chapter 2 of this pamphlet.

(1) Policies and procedures are not specific divisions of a publication. Avoid using paragraphs, sections, or chapters
titted “Policies” or “Procedures.”

(2) Policies and procedures should be separate. Generally, explain a policy fully before expanding on the implemen-
ting procedures.

(3) Three types of procedures are explained in administrative publications: procedures for carrying out a specific
action (for example, how to requisition a publication), instructions for preparing a form, and instructions for preparing
a report. The following paragraphs explain the placement of these types of procedures:

(a) Procedures for carrying out a specific action and instructions for preparing a form are usually put in the body
near where the action or form is prescribed. However, long or detailed procedures may not fit well in the narrative of
the body. They may be so much longer and more detailed than the other topics discussed around them that they disrupt
the logical flow of ideas from topic to topic. Consider converting procedures to a table or figure or putting them in an
appendix. If procedures are converted or put into an appendix, reference the table, figure, or appendix in the narrative
where the action or form is prescribed, for example, “Table 3-3 provides the procedures for requisitioning publica-
tions” or “Appendix C gives the procedures for requisitioning a publication.”

(b) Instructions for preparing a report must be put in a separate paragraph, section, or chapter.

10-25. Notes and footnotes
a. Notes. Keep the use of notes in the text to a minimum. Include all information in the basic text when possible.
b. Footnotes. In text, use footnotes only when necessary. Number them consecutively within each chapter (or
section if there are no chapters). In figures and tables, number footnotes consecutively from left to right across and
then down the page. (See para 2-11 for specific guidance on footnotes.)

10-26. Abbreviations and acronyms
List and define all abbreviations, acronyms, and special terms used in the publication in a paragraph titled “Explanation
of abbreviations and terms” or in a glossary. (For additional guidance, also see para 2-7.)

10-27. Reports
A report is a collection and submission of information on a periodic or one-time basis. Manuscripts that prescribe
required reports need additional coordination (see chapter 11 for guidance on coordination).

a. Prescribing a report.

(1) A report (officially called a “information management requirement”) may be prepared and submitted on a form.
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(2) Like forms, reports are controlled. If a report is to be prescribed in a publication or if there is some question
whether a report is being prescribed, refer to AR 335-15 for a description of the reports management system. Agency
information management control officers (IMCOs) can advise proponents of the requirements needed to prescribe a
report. An agency IMCO can also determine whether a report needs an RCS or qualifies for an exemption.

(3) If a publication needs an RCS, approval may be obtained from HQDA, Office of the Deputy Chief of Staff, G-1
(ODCS, G-1) (DAPE-ZXI-RM).

b. Preparing a prescribing directive.

(1) To prescribe a report, an official publication directing its use must be issued. The prescribing directive must
contain all of the instructions the user needs to prepare and submit the report. It must fully describe the information to
be put in the report, the individuals who are to prepare the report, the frequency and method of submission, and the
proper routing of the report. AR 335-15 gives detailed guidance on writing a prescribing directive.

(2) The instructions for preparing and submitting a report must always be placed in a separate paragraph, section, or
chapter. Report preparation instructions may be issued as a separate publication.

(3) All RCS numbered reports prescribed and referenced in a publication must be listed by number and title in
appendix A—at the end of the related references in section Il

10-28. Glossary
The glossary lists and explains the abbreviations, terms, and special abbreviations and terms used in a publication. It is
located after the last appendix and before the index.

a. Contents of the glossary. The glossary consists of the following three required sections.

(1) Section |-Abbreviations. The abbreviations section consists of abbreviations used within the document that are
found in AR 310-50. Abbreviations are to be in alphabetical order, in a list format. (See fig 10-3 for an example of
this format.) Any abbreviations that appear within the document should also be in the glossary.

(2) Section II-Terms. The terms section provides an explanation of terms in alphabetical order. The term itself is
placed on one line and the explanation begins on the next line. The first sentence in the explanation is never a complete
sentence. Omit the subject and verb as in dictionary definitions. Avoid including terms that are already defined in AR
310-25, Joint Chiefs of Staff Publication 1-02, or a standard dictionary unless the term is given a new special
meaning. (If a term with a new meaning is included, contact the proponent of the military dictionary in which the term
is defined and have the new meaning added.) Do not include directive material in a term; that is, do not prescribe
policies, procedures, or responsibilities in a term.

(3) Section I11—Special Abbreviations and Terms. Special abbreviations and terms consist of those that do not appear
in AR 310-50, those that are specialized (such as computer terms), or those that are unique to the publication.

b. Section without entries. In any section with no entries, insert the following sentence, “This section contains no
entries.”

c. Placement of the glossary. The glossary is located after the appendixes and before the index.

d. Text excluded from the glossary. Standard Army document format excludes the use of tables, text tables, text
figures, figures, or footnotes within any section of the glossary for ARs, DA Pams, multi-Service ARs, or DA Cirs.

10-29. Appendixes

a. Contents. An appendix is information included in the back of a publication that further explains or supplements a
subject covered in the body.

(1) The kinds of information normally included in an appendix are—

(a) Lists (for example, checklists, lists of references, or lists of codes). As noted above, appendix A is always
reserved for references.

(b) Sample materials.

(c) Extracts from other publications.

(d) Higher directives, such as DODDs and DODIs. Do not incorporate verbatim all of the information contained in
directives. Rather, paraphrase and incorporate the information into the text of the document where possible.

(e) Instructions for carrying out a procedure prescribed in the body.

(2) There are restrictions on including extracted material in an appendix:

(@) Long or complex passages of extracted material must be placed in an appendix, but brief material may be
included in body text. Extracts of more than three manuscript pages of material should be referenced, not extracted.
(b) Material may be extracted only from publications considered to be required publications. The material is

essential to the understanding of the publication.

b. Format. All appendixes are alphabetical. They are required to begin with a title. The title should be followed by
text, which may be organized into at least two sections or at least two paragraphs. Especially in the digital world, an
appendix needs to be able to stand alone, so there should be enough explanation about what the appendix contains
particularly if it consists of a table or a figure or a list. That introductory text should tie the contents of the appendix to
the citation in text. Appendix paragraphs are labeled with uppercase letters followed by a number (for example, B-1,
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B—2, B-3, and so forth). Tables and figures may be used anywhere within an appendix. However, do not place a table
or figure alone in an appendix; the table or figure should be accompanied by adequate explanatory text.

(1) If an appendix is a copy or extract of a document (for example, a signed agreement or a higher directive), retain
the original numbering scheme of the document. Do not renumber parts or divisions of extracted material.

(2) Titles of paragraphs in an appendix are required.

(3) Appendixes may be written in a list format. There are three types of lists: ordered (such as numerical,
alphabetical, or sequential), bulleted, or dashed.

(4) Extracted material in an appendix must be identified. Title the appendix (or include in the title) “Extract from...”
and cite the source. (If the publication is numbered, cite only the number; for example, "Extract from AR 25-30.")

(5) An appendix must be referred to in the body where the topic it relates to is discussed. Cite only the appendix
letter, not its title (for example, “See AR 25-30, appendix A, for required publications.)”

(6) Appendix A is always reserved for references. Succeeding appendixes are placed after appendix A and before
the glossary and assembled in the order that they are cited in the body.

10-30. Index

a. Contents. An index is a list of the most important subjects covered in a publication. It is not a repetition of the
table of contents or a list of paragraph titles. An index identifies all of the major topics and subtopics by paragraph
number.

b. Preparation. Preparing an index is an optional feature based on funding consideration. To prepare an index,
analyze the manuscript after it has been completed to determine what its major topics and subtopics are and to identify
each paragraph in which the topics are discussed. Organize the index entries alphabetically. Indexes can be prepared by
the proponent or prepared under contract.

(1) To organize an index, note each topic on a separate index card. Also note on each card the paragraph numbers
where the topic is discussed.

(2) When preparing entries, use the most logical terms or phrases to describe topics.

(3) Use the same terms used in the body of the publication.

(4) After identifying all topics, review the completed index cards to identify which are principal entries and which
are subentries.

(5) Use a “See also” reference to indicate that information about a topic is listed under another entry.

(6) If a topic is discussed in a figure, table, or appendix, list the paragraph that introduces the figure, table, or
appendix.

(7) Use a comma between the entry and the cited paragraph number or numbers. No punctuation is used at the end
of an entry.

c. Format. The index should follow the Army document format shown in figure 10-3.

d. Placement. An index is placed after the glossary.

10-31. Tables

a. Readability of tables. The readability of a publication can be improved by using tables to present material visually
so that it is easier to understand and use. Tables are used for presentation of statistical data, narratives, or material that
is especially lengthy and complex.

b. Table citations. All tables must be cited in the text. Refer to a table where the topic that it relates to is discussed
and cite only its number, not its title. The text should also explain clearly what the table shows; do not refer to a table
without introducing it first in text.

c. Table formats. Proponents may construct tables using the table-making feature present with most word-processing
software.

d. Preparing tables. A table should have only one table definition or heading; that is, column headings should not
change midway through the table. Wherever the column headings change, that material should be organized as a
separate table.

(1) Standard and text tables are most easily composed when material appears in no more than eight columns for
standard tables and nine columns for text tables. Although more complex tables can be constructed, larger tables might
not be easily read on a computer screen or in composed format and should therefore be avoided. Proponents are
strongly urged to contact USAPA (JDHQSV-PAP-A, editbr@usapa.army.mil) for additional guidance (particularly
with regard to word-processing formats). Proponents should always submit electronic files. Tables submitted as hard
copy may cause production delays.

(2) If hard copy submission is unavoidable, consult with USAPA (JDHQSV-PAP-A, editbr@usapa.army.mil). Cite
the table in the text and place a photocopy of the table on the following manuscript page.

(3) If using very large tables is unavoidable, photocopies of these tables must be placed at the back of the chapters
in which they are referenced. Place the camera-ready table in a separate folder so that it will not be handled
unnecessarily.
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e. Placement. Tables must be placed as close as possible to the text citation of the table or at the end of the chapter
(in instances of very large tables). Tables may also be placed in appendixes, but they may not appear in the glossary.
(See also para 2-23.)

10-32. Figures

a. Uses. A figure is a line-art illustration or text departing from the normal format. Any map, drawing, graphic aid
(for example, a graph or flow chart), or other pictorial device put into a publication, such as a filled-in (illustrated)
form, is considered a figure. Another type of figure consisting of text rather than line art is called a text figure. Text
figures are used for elements that depart from normal text format, such as sample memorandums or instructions for
illustrated forms.

(1) Figures must explain or clarify the material in the publication; they should not be used to merely improve the
publication’s appearance or fill space on a page.

(2) Figures must be cited in the text. Refer to a figure where the topic that it relates to is discussed, and cite only its
number, not its title. The text should also explain clearly what the figure shows.

b. Preparation. There is no unique design for figures. Additional guidance on preparing figures follows:
(1) Figures must have a simple design and organization so they are easy to read and understand.

(2) All lettering and lines must be sharp and clear, and all entries must be evenly and clearly spaced. Do not submit
artwork composed with ballpoint pen or blue ink, or make other types of non-professional submissions. (For help in
preparing camera-ready figures, proponents of publications should contact the graphics departments serving their
commands or agencies.) In the Army electronic publishing database, graphics print at 300 dpi. The limited dpi may
lose details or fine lines during the composition process.

(3) Material for text figures should be submitted in electronic files and hard copy.

(4) Number figures separately and in the order they are cited within each chapter. For example, the first figure cited
in chapter 2 is “figure 2—1” and the second is "figure 2-2." Likewise, the first figure cited in chapter 3 is “figure 3-1,”
and so forth.

c. Placement. In a printed publication, figures may be located either in the text near the topics they are related to or
at the end of the chapter (if the figures are very large). Figures may also be placed in appendixes, but they may not
appear in the glossary. (See also para 2-22.)

Section |l
Preparation of DA Memos, Numbered HQDA Letters, and DAGOs

10-33. DA memos

A DA memo is prepared in a format similar to that of an AR, DA Pam, or DA Cir, with some variations. Although the
proponent may prepare the manuscript as camera-ready copy, the proponent must always submit the publication on
word-processing disks or via electronic means such as e-mail as well. Submit the manuscript in ASCIl or Rich Text
Format (RTF). (If there are questions regarding acceptable wesdipgoéormats, contact USAPA
(JDHQSV-PAP-A, editbr@usapa.army.mil) Information on the preparation of a DA memo follows, and a sample
giving further preparation instructions is shown in figure 10-4.
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(Use margins of 1 inch on the top, bottom, and both sides. Space the heading as shown. Single-space the body;
double-space between paragraphs and subparagraphs.)

Issuing headquarters

and address.......
Date of issue

Publication series and

Table of contents

Publication number............... DA Memo 25-XX
Headquarters
Department of the Army
Washington, D.C.
(Leave blank: USAPA will insert.)
(Two line spaces)

Military Publications
(Two line spaces)

Preparation of DA memos
(One line space)

(One line space)
Applicability. This memorandum applies to Headquarters, Department of the Army,
(HODA) agencies only (or to HQDA and its field operating agencies (FOAs)).

Proponent and exception authority. The proponent of this memorandum is the
(principal official of HODA having overall proponency). The (principal official) has the
authority to approve exceptions to this memorandum that are consistent with controlling
law and regulation. The (principal official) may delegate the approval authority, in
writing, to a division chief under their supervision within the proponent agency who
holds the grade of colomel or civilian equivalent.

(Four line spaces)

Paragraph Page
PUIPOSE ..ociiirirreeieircirerecr et e crec e ceteeceneeesaeancnerensasene 1 1
References.................. w2 1
Explanation of abbreviations ... .3 1
Responsibilities .4 2
USeS ..oveviiiiiiine .5 4
Restrictions on uses........ .6 5
Instructions for preparing .... 7 6
Procedures for SUBMItHNG......c.cocevnerreremeece e 8 9

(Four line spaces)

Section I
General

1. Purpose

This memorandum prescribes policies and procedures for preparing and submitting
Department of the Army (DA) memorandums.

Figure 10-4. Sample DA memo
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Indent the first
subdivision of a
paragraph three
spaces from the

Indent the...............

second subdivision
of a paragraph six
spaces from the
margin.

Proponent
office symbol.........

Authentieation.........

Distribution............

Publication number......... DA Memo 25-XX
(On odd pages, flush right; on even pages, flush lefi)
(Leave blank: USAPA will insert.)

2. References

Required publications are listed below.

a. AR 25-30, Army Publishing Program. (Cited in paras 3, 4, and 6.)

b. DA Pam 25-31, Forms Management, Analysis and Design. (Cited in paras 6
and 7.)

3. Explanation of abbreviations
a. AR.......... Army regulation
b. DA ....ccc.. Department of the Army
c. HQDA....... Headquarters, Department of the Army
d. USAPA ....U.S. Army Publishing Agency
4. Responsibilities
a. The Director, U.S. Army Publishing Agency (USAPA) will—
(1) Review manuscript of DA memos for proper coordination.
@) Eciit DA memos.

(3) Insert the date of issue and the publication number on the title page of all DA
memos.

b. Proponents of HQDA publications will prepare manuscripts in a timely manner.
Manuscripts will be submitted within two years of staffing.

(Two line spaces)

(Proponent’s office symbol)
{Two line spaces)
By Order of the Secretary of the Army:

(Leave blank: USAPA will insert.)

(Leave blank: USAPA will insert.)

Figure 10-4. Sample DA memo—Continued
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a. Parts. The required and optional parts of a DA memo are shown in figure 10-4.

(1) Organize a DA memo as shown in figure 10—4. The format for the paragraphs is similar to that in the body of an
AR, DA Pam, or DA Cir.

(2) Titles for the divisions of a DA memo follow the format shown in figure 10-4 and are underlined.

(3) The rules regarding references, abbreviations, figures and tables, and forms apply to DA memos as they do to
other types of administrative publications.

b. Authentication. DA memos are authenticated by the OAASA.

10-34. Numbered HQDA letters

HQDA letters are produced under the EPS. Proponents who use APPIP do not need to be concerned about manuscript
preparation; the templates do that automatically. Proponents should submit files to USAPA according to instructions
for the EPS. A numbered HQDA letter is prepared in a modified correspondence format rather than normal manuscript
format using generic DA letterhead stationery for the first page. Although the proponent may prepare the manuscript as
camera-ready copy, the proponent must always submit the publication on word-processing disks as well. The procedure
for submitting HQDA letters on word-processing disks is the same procedure as that for the DA memo (see para
10-33). Information on the preparation of an HQDA letter follows, and a sample giving further preparation instructions

is shown in figure 10-5.
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(Use plain bond paper. USAPA will produce final copy on DA letterhead stationery.)

Office symbol .........coueeucrurane

Expiration date.......cceeerereee

(One line space)
Subject......ccvniinirininiiesninnns

Address...c.neeniineeiseeen

Body
(Refer to AR 25-50 for
format guidance on
spacing paragraphs in
body text.)

HQDA letter number
(Leave blank: USAPA will insert.)

(Three line spaces)
(Leave blank: USAPA will insert.)
Date
(Leave blank: USAPA will insert.)
Expires (date)
(Leave blank: USAPA will insert,)
SUBJECT: Preparation of Numbered HQDA Letters
(Four line spaces)
SEE DISTRIBUTION
(Five line spaces)
1. Purpose. This letter prescribes policies and procedures for preparing and
submitting numbered Headquarters, Department of the Army (HQDA) letters. The
information in this letter will be incorporated into the next revision to AR 25-XX.
When the revision to AR 25-XX is published, it will supersede this letter.
2. Proponent and exception authority. The proponent of this memorandum is the
(principal official of HODA having overall proponency). The (principal official) has
the authority to approve exceptions to this memorandum that are consistent with
controHing law and regulation. The (principal official) may delegate the approval
authority, in writing, to a division chief under their supervision within the proponent
agency who holds the grade of colonel or civilian equivalent.
3. Reference.
a. Required publications are listed below:
(1) AR 25-30, Army Publishing Program
(2) DA Pam 25-31, Forms Management, Analysis, and Design
b. Referenced publications are listed below:
(1) AR 15-6, Interservice Support Installation Area Coordination
(2) DA Pam 25-33, User’s Guide for Army Publications and Forms

4. Explanation of abbreviations.

a. AR ...l Army regulation
b. DA....ccoce Department of the Army
c. HQDA ........... Headquarters, Department of the Army

d. USAPA........ U.S. Army Publishing Agency

Figure 10-5. Sample numbered HQDA letter
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(Use margins of 1 inch on the top, botiom, and both sides of the second and succeeding pages.)

Body (continued)......

HQDA letters.

Authentication.........

Distribution............

(Action addresses
only are listed here.)

5. Responsibilities.

a. The Director, U.S. Army Publishing Agency (USAPA) will—
(1) Review manuscript of numbered HQDA letters for proper coordination.
(2) Edit numbered HQDA letters.

(3) Insert the date and the expiration date on the title page of all numbered

(Leave blank: USAPA will insert)

...... DISTRIBUTION:

HQDA (SASA)
HQDA (DACS-ZA)
HQDA (SAUS)
HQDA (DACS-ZB)
HQDA (SACW)
HQDA (SAFM-AOA)
HQDA (SAILE)
HQDA (SAMR)
HQDA (SARD)
HQDA (SAGC)
HQDA (SAAA)
HQDA (DACS-ZD)
HQDA (SAIS-ZA)
HQDA (SAIG-ZA)
HQDA (SAAG-ZA)
HQDA (SALL)
HQDA (SAPL)
HQDA (SADBU)
HQDA (DAMI-ZA)
HQDA (DALO-ZA)
HQDA (DAMO-ZA)
HQDA (DAPE-ZA)
HQDA (DAEN-ZA)
HQDA (DASG-ZA)
HQDA (NGB-ZA)
HQDA (DAAR-ZA)
HQDA (DAJA-ZA)
HQDA (DACH-ZA)
HQDA (DAIM-ZA)

Figure 10-5. Sample numbered HQDA letter—Continued
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{Use margins of I inch on the top, bottom, and both sides of the second and succeeding pages.)

Office symbol and date...... (Leave blank: USAPA will inseri)
Subject...iinianan

{Place office symhol, date,

and subject only on odd

pages.)

Distribution...eeeiieviiarionnen COMMANDERS
U.S. ARMY EUROPE ANT) SEVENTH ARMY
EIGHTH U.S. ARMY
U.S. ARMY SOUTH
U.S. ARMY FORCES COMMAND
U.S. ARMY MATERIEL COMMAND
U.S. ARMY TRAINING AND DOCTRINE COMMAND
U.S. ARMY CORPS OF ENGINEERS
U.S. ARMY SPECIAL OPERATIONS COMMAND
U.S. ARMY PACIFIC
MILITARY TRAFFIC MANAGEMENT COMMAND
U.S. ARMY CRIMINAL INVESTIGATION COMMAND
U.S. ARMY MEDICAL COMMAND
U.8. ARMY INTELLIGENCE AND SECURITY COMMAND
U.S. ARMY MILITARY DISTRICT OF WASHINGTON
U.S. ARMY SPACE AND MISSILE DEFENSE COMMAND
SUPERINTENDENT, U.S. MILITARY ACADEMY

(If there are l:'opies............ CF:
furnish {CF) addresses, {Information addressees only are listed as CF.)
insert them here.)

Figure 10-5. Sample numbered HQDA letter—Continued

a. Parts. The parts of an HQDA letter are shown in figure 10-5.

b. Distribution. The distribution list shown on the last two pages of figure 10-5 is composed of the addressees who
are to receive the publication. Two types of addressees may be listed: action and information addressees. Action
addressees are the those who must act upon the information in the HQDA letter. Only HQDA agencies and MACOMs
may be action addressees on HQDA letters. They are listed under the heading “DISTRIBUTION.” Information
addressees are agencies or commands who should know the information but do not need to act upon it. They are listec
under the heading “CF” (copies furnished). Guidelines for listing both types of addressees are given below.

(1) List both types of addressees in order of protocol as shown in chapter 11 (figures 11-1 and 11-2). The complete
list of HQDA agencies and MACOMs that may be action addressees is shown in the proper protocol order and proper
HQDA letter format in figure 10-5.

(2) If subordinate elements of agencies and commands are to be included as addressees, list them as informatior
addressees, never as action addressees.

(a) Prepare the body of an HQDA letter in the modified block style similar to that used for correspondence. (See
AR 25-50 for guidance on this style.) Paragraphs must be titled and the titles underlined, as shown in figure 10-5.

(b) The rules regarding references, abbreviations, figures and tables, and forms apply to numbered HQDA letters as
they do to other types of administrative publications.

c. Authentication. HQDA letters are authenticated by the AASA.

10-35. Department of the Army general orders

a. Definition. A Department of the Army general order (DAGO) is a written directive containing material of general
interest (permanent or semi-permanent in duration) on establishment, redesignation, inactivation, or discontinuance of
Army commands, installations, agencies, and activities; announcement of awards, decorations, and unit citations; and
similar subjects. (See fig 10—6 for a sample DAGO.) There are four types of DAGOs: regimental, obituary, reorganiza-
tion, and award.
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(Use margins of 1 inch on the top, bottom, and both sides.)

GO number
(Leave blank: USAPA will insert,)
GENERAL ORDERS HEADQUARTERS i
DEPARTMENT OF TIIE ARMY
No. (Leave blank: USAPA will insert.) Washington, DC, (Date) :
(Leave date blank: USAPA will insert.)
Subject....ciiieninnnn, UNITED STATLES ARMY LOGISTICS INTEGRATION AGENCY MERGER
Body....vovireiienannnns 1. U.5. ARMY LOGISTICS INTEGRATION AGENCY MERGER. Effective

1 December 2001, the U.S. Army Logistics Evaluation Agency (LEA) (UIC:
SEW2VNAA), New Cumberland, PA, is redesignated the U.S. Army Logistics
Integration Agency (LIA), a field operating agency of the ODCS, G-4, with
headquarters at 5001 Eisenhower Avenue, Alexandria, VA, The U.S. Army
Strategic Logistics Agency (SLA) (UIC: SSWIEEAA) is discontinued and its
mission, personnel, and equipment transferred to L1A.

2. U.5. ARMY LOGISTICS INTEGRATION AGENCY REDESIGNATION
AND ASSIGNMENT. Effective | October 2002, the Logistics Integration Agency
Is redesignated the U.S. Army Logistics Integration Activity and reassigned to the
U.S. Army Materiel Command (AMC), with operational control (OPCON) to the
DCS, G-4.

(DALO-ZA)

(signature)
Authentication......... Thomas E. White
Secretary of the Army

Distribution............ DISTRIBUTION:
Active Army, ARNG, USAR: 'To be distributed in accordance with initial distribution
Number (IDN) 040037, requirements for Department of the Army General Orders.

Figure 10-6. Sample DAGO

b. Coordination requirements. Only HQDA agencies (Office of the Secretary of the Army, Office of the CSA, and
the Army Staff) will be the proponents of DAGOs. DAGOs must be coordinated with the Assistant Secretary of the
Army (Financial Management and Comptroller (ASA(FM&C)), OTJAG, and with any other principal HQDA official
and MACOM commander affected by or interested in the proposed policy. OTJAG requires a double-spaced copy of
the draft DAGO and a copy of the concept plan or, in the absence of a concept plan, its equivalent (for example, a
Memorandum of Understanding, Memorandum of Agreement, and so forth).

c¢. Publishing process. After the required staffing has been accomplished, the proponent must submit the proposed
DAGO with a DA Form 260 to USAPA (JDHQSV-PAP-D, daform260@usapa.army.mil). (If an exception to policy
for coordination was granted, include it with the DA Form 260.)

(1) The proponent must submit files to USAPA according to instructions for the EPS.

(2) DAGOs are numbered consecutively with each calendar year, starting with 1. USAPA will assign the numbers.

(3) USAPA will generate camera-ready copy and submit the DAGO for authentication.
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Section 1l
Implementing DOD Directives and DOD Instructions

10-36. Issuing DOD guidance

DOD uses DODDs and DODIs to issue broad policy guidance, direction, and information to the DOD components,
including the Secretaries of the military departments. These publications usually apply to all the components. A DODD
sets policy, plans, and programs; makes organizational assignments; delegates authority; and communicates othel
decisions. A DODI supplements policy decisions, prescribes undfoedungs, and outlines management
requirements.

10-37. Army implementation
The HQDA agency with functional responsibility for the subject matter prepares the Army implementation of a DODD
or DODI in one of the following ways:

a. Rewrites the DODD or DODI in Army language and issues the rewritten material in an Army publication. This
method of implementation is preferred.

(1) Usually the appropriate type of implementing publication is an AR. The proponent prepares the manuscript and
coordinates it the same way (see chap 11) as any AR.

(2) The DODD or DODI being implemented is referenced in the summary statement of the Army publication. For
example: “This regulation implements DOD Directive 5200.10.”

(3) The Army implementing document must meet the readability standards set for Army administrative publications.

b. Prepares an Army implementing publication and includes the DODD or DODI as an appendix. The Army
proponent uses this method of implementation if the DODD or DODI is very specific and requires no further
explanation for Army users.

(1) Usually the type of implementing publication that is appropriate is an AR. The proponent prepares the manu-
script and coordinates it the same way (see chap 11) as any AR.

(2) The publication should include whatever responsibilities and procedures are needed to implement the DODD or
DODI. This material must meet the Army’s readability standards.

c. Prepares a DOD publication, such as a DOD regulation, manual, handbook, or pamphlet, if so directed in the
DODD or DODI.

d. Prepares a multi-Service publication.

(1) The Service or Defense agency acting as executive agent selects the type of publication to be used. A multi-
Service publication for which the Army is executive agent may be an AR, DA Pam, or DA Cir or a DOD publication.

(2) Army coordinates the multi-Service publication with the other affected military departments or Defense agencies
(see chap 11).

(3) The implementing document must meet the Army’s readability standards.

Chapter 11
Coordination of Administrative Publications

11-1. The importance of coordination

a. Coordination ensures that the organizational elements that are affected by or interested in a policy or procedure
are involved and ensures that the principal agency officials and MACOM commanders review new taskings or
responsibilities before a policy or procedure is promulgated. Principal officials and MACOM commanders will ensure
appropriate coordination with elements under their jurisdiction. Coordination is an important safeguard against duplica-
tion, overlap, or conflict between or among Army publications. Coordination also gives agencies and field commands a
chance to suggest material that should be included in a publication to reduce the need for agency or field supplements.

b. USAPA returns publishing requests that have not been fully coordinated.

11-2. Required coordination

Proponents must formally coordinate draft publications, both policy and non-policy. All departmental publications must
be coordinated with the proper HQDA agency (figure 11-1) and MACOM (figure 11-2) before they are submitted for
publishing. In addition to the coordination statediandc, below, draft publications must also be coordinated with the
offices shown in table 11-1 if certain subjects are discussed. Proponents are encouraged to coordinate draft manuscript:
electronically. A table for staffing purposes is available on the USAPA Web site (https://akocomm.us.army.mil/usapa/
corporate/staffing.html).
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The Secretary of the Army (SA)

Under Secretary of the Army

Assistant Secretary of the Army (Acquisition, Logistics, and Technology) (ASA(ALT))

Assistant Secretary of the Army (Civil Works) (ASA(CW))

Assistant Secretary of the Army (Financial Management and Comptroller) (ASA(FM&C))

Assistant Secretary of the Army (Installations and Environment) (ASA(IE))

Assistant Secretary of the Army (Manpower and Reserve Affairs) (ASA(M&RA))

General Counsel (GC)

Administrative Assistant to the Secretary of the Army (AASA)

Director of Information Systems for Command, Control, Communications, and
Computers (DISC4)

The Inspector General (TIG)

The Auditor General (AA)

Deputy Under Secretary of the Army (Operations Research) (DUSA(OR))

Chief, Legislative Liaison (CLL)

Chief, Public Affairs (CPA)

Director, Small and Disadvantaged Business Utilization

Chairman, Army Reserve Forces Policy Committee

The Chief of Staff, Army (CSA)

Vice Chief of Staff, Army (VCSA)

Director of the Army Staff (DAS)

Assistant Vice Chief of Staff, Army

Deputy Chief of Staff, G-2 (DCS, G-2)

Deputy Chief of Staff, G-4 (DCS, G-4)

Deputy Chief of Staff, G-3 (DCS, G-3)

Deputy Chief of Staff, G-1 (DCS, G-1)

Deputy Chief of Staff, G-8 (DCS, G-8)

Assistant Chief of Staff for Installation Management (ACSIM)

Chief of Engineers (COE)

The Surgeon General (TSG)

Director, Army National Guard (ANG)

Chief, Army Reserve (CAR)

The Judge Advocate General (TJAG)

Chief of Chaplains (CC)

Figure 11-1. List of HQDA officials

Headquarters, Department of the Army (HQDA)

U.S. Army Europe and Seventh Army (USAREUR)
Eighth U.S. Army (EUSA)

U.S. Army South (USARSO)

U.S. Ammy Forces Command (FORSCOM)

U.S. Army Materiel Command (AMC)

U.S. Army Training and Doctrine Command (TRADOC)
U.S. Army Corps of Engineers (COE)

U.S. Army Special Operations Command (USASOC)

U.S. Army Pacific (USARPAC)

Military Traffic Management Command (MTMC)

U.S. Army Criminal Investigation Command (USACIDC)
U.S. Army Medical Command (USAMEDCOM)

U.S. Army Intelligence and Security Command (INSCOM)
U.S. Army Military District of Washington (MDW)

U.S. Army Space and Missile Defense Command (SMDC)

Figure 11-2. List of MACOMS
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a. Functional coordination—ypolicy publications. The required coordination is the same for all policy publications.
These coordination requirements are contained in table 11-2. The concurrences of all of these elements must be showr
on the DA Form 260. The affected publications are:

(1) Army regulations.

(2) DA circulars.

(3) Numbered HQDA letters.

(4) DAGOs.

(5) Multi-Service policy publications.

b. OTJAG daffing review. A draft manuscript must be provided to OTJAG at the time proponents are coordinating
with other principal HQDA officials. The transmittal to OTJAG must include:

(1) A copy of the existing publication and any other publications, or portion thereof, being incorporated.

(2) One double-spaced copy of the draft manuscript.

(3) A detailed summary of any significant deletions, additions, or revisions, referenced by paragraph and/or
highlighted on the draft manuscript.

(4) A cover memorandum requesting the review and providing the name, telephone number, and e-mail address of
the proponent agency’s point of contact for the publication.

(5) After completion of the OTJAG staffing review and before submission of the draft manuscript for publishing,
the proponent must submit to OTJAG for review one double-spaced copy of those pages of the draft manuscript that
were changed in response to comments by principal HQDA officials and MACOM commanders after the OTJAG
staffing review. The changes must be clearly identified either through the use of highlighting, italics, or bold print.

¢. Functional coordination—non-policy publications. The required coordination is the same for all non-policy
publications. These coordination requirements appear in table 11-3. The concurrence of all these elements must be
shown on the DA Form 260. The affected publications are:

(1) DA pamphlets (standard).

(2) DA pamphlets (informational).

(3) DA posters.

d. Exceptions to coordination requirements. Exceptions to the coordination requirements iandc, above, must be
granted only by—

(1) Policy publications. Office of the AASA, ATTN: SAAA-ESOM-PO, 105 Army Pentagon, Washington, DC
20310-0105.

(2) Non-policy publications. Director, USAPA, ATTN: JDHQSV-PAP-A, 2461 Eisenhower Avenue, Alexandria,

VA 22331-0302, editbr@usapa.army.mil.

e. Final legal review. In addition to the functional coordination described above, USAPA will coordinate with

OTJAG (DAJA-AL) for all ARs, and DA Cirs before securing authentication.

Table 11-1
Administrative publications—subject matter requiring additional coordination
Coordinate with... If your publication... Address
USAPA Prescribes a new or revised form Director, U.S. Army Publishing Agency, ATTN:
JDHQSV-PAP-F, 2461 Eisenhower Avenue,
or Alexandria, VA 22331-0302

or
Is to be distributed at the A (company) or | ATTN: JDHQSV-PAP-A
B (battalion) command level.

HQDA, ODCS, G-3 Affects operations; security; civil affairs; | Office of the Deputy Chief of Staff, G-3,
military support of civil defense; law en- | ATTN: DAMO-ZXA-M, Publications Control
forcement; mobilization; special opera- Officer, 400 Army Pentagon, Washington, DC
tions forces; Army prepositioned equip- | 20310-0400

ment; Joint Operations Planning and Exe-
cution System; strategy, concepts, and
doctrine formulation; Army transformation;
Army policy on space; Joint affairs; na-
tional security affairs; requirements analy-
sis and approval; strategic planning; Ar-
my’s priorities; force planning, integration,
structuring, and development; analysis
and management; TDA and TOE devel-
opment and approval; and automation
programs and activities.
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Table 11-1

Administrative publications—subject matter requiring additional coordination—Continued

Coordinate with...

If your publication...

| Address

HQDA, ODCS, G-1

Requires a report

HQDA, ODCS, G-1, ATTN: DAPE-ZXI-RM,
Room 300, Pentagon, Washington, DC
20310-0300

HQDA, Office of the Deputy Chief of Staff,
G-8 (ODCS, G-8)

Affects materiel requirements. Relates to
or of interest to the Joint Requirements
Oversight Council and the Program Re-
view Group of the Office of the Secretary
of Defense. Impacts on integrating mili-
tary requirements into the overall pro-
gramming process.

HQDA, ODCS, G-8, ATTN: DAPR-ZX, Room
3E661, Pentagon, Washington, DC
20310-0700

Records Management Program Services

Must be published in the Federal Register
because it affects the public

Records Management Program Services,
ATTN: TAPC-PDR, 6000 6" Street, Stop
C-55, Fort Belvoir, VA 22060-5576

HQDA, Office of the Chief of Staff, Army
(OCSA)

and

HQDA, Office of the Assistant Secretary
of the Army for Financial Management
and Comptroller (OASA(FM&C))

Affects resources other than those for
which the organization/agency is respon-
sible

OCSA, DACS-DPZ-A, Washington, DC
20310-0200

and

OASA(FM&C), SAFM—-AO, Washington, DC
20310-0103

HQDA, OASA(FM&C)

Changes resource management policies
or sets new resource management poli-
cies.

OASA(FM&C), SAFM-BUC, Washington, DC
20310-0109

HQDA, Office of the Assistant Secretary
of the Army for Manpower and Reserve
Affairs (OASA(M&RA))

Affects conditions of employment of civil-
ian employees (personnel practices or
policies affecting working conditions).

OASA(M&RA), 111 Army Pentagon, Washing-
ton, DC 20310-0111

U.S. Total Army Personnel Command

Requires users to file a document in the
soldier’s official DA Form 201 (Military
Personnel Records Jacket).

or

Requires users to post Personnel Qualifi-
cations Records.

or

Requires that information be included in
orders for military personnel.

or

Directs users to retain, dispose of, or
transfer any personnel records.

Commander, U.S. Total Army Personnel Com-
mand, ATTN: TAPC-PDO, Alexandria, VA
22332-0400

Office of the Assistant Chief of Staff for
Installation Management (OACSIM)

Affects the environment (AR 200-1 and
AR 200-2)

OACSIM, Environmental Programs Director-
ate, ATTN: DAIM-ED, 600 Army Pentagon,
Washington, DC 20310-0600

U.S. Army Audit Agency and HQDA,
OASA(FM&C)

Contains (or will contain) a management
control review checklist

Commander, U.S. Army Audit Agency, ATTN:
SAAG-PRS, 3101 Park Center Drive,
Alexandria, VA 22302-1596

and

HQDA, OASA(FM&C) ATTN: SAFM-ROI, In-
dianapolis, IN 46249-0120

Proponent agency of the other publication

Is being prepared in response to major
changes in policy recently prescribed in
another publication

Addresses will vary.

U.S. Army schools

Is to be used at the schools to determine
initial distribution requirements for the first
year of publication.

Addresses will vary.

U.S. Army Training and Doctrine Com-
mand (TRADOC), USAMC, or MEDCOM

Concerns training by Army or other serv-
ice schools and centers.

Commander, U.S. Army Training and Doctrine
Command (ATIM-I), Fort Monroe, VA
23651-5000

or

U.S. Army Materiel Command, 5001 Eisen-
hower Avenue, Alexandria, VA 22333-0400
or

Headquarters, U.S. Army Medical Command,
Fort Sam Houston, TX 78234—-6000
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Table 11-1

Administrative publications—subject matter requiring additional coordination—Continued

Coordinate with...

If your publication...

Address

Proponent agency of the other publication

Might conflict with or overlap material in a
related publication.

Addresses will vary.

Office of the Chief Information Officer/G—-6
(CIO/G-6)

Has information technology implications.

OCIO/G-6, ATTN: SAIS-ZXA, 107 Army Pen-
tagon, Washington, DC 20310-0107

Owner of the material or an authorized
agent

Contains copyrighted material and written
consent is required to use it.

Addresses will vary.

OAASA Is a new regulation in the 10-series (or- | OAASA, ATTN: SAAA-ESOM-PO, 105 Army
or ganization and functions). Pentagon, Washington, DC 20310-0105
OCSA or
Director, Army Staff, ATTN: DACS-ZD, 202
Army Pentagon, Washington, DC,
20310-0202
OASA(M&RA) Is a proposed multi-Service publication in- | OASA(M&RA), 111 Army Pentagon, Washing-
or volving either ton, DC 20310-0111
OCSA Army policy or
or Director, Army Staff, ATTN: DACS-ZD, 202
Doctrine Army Pentagon, Washington, DC 20310-0202
or
Committing use of Army funds
or

Manpower (excluding routine information
published in technical or supply manuals)

All appropriate Services and HQDA agen-
cies and MACOMs (including National
Guard Bureau (NGB) and Office of the
Chief, Army Reserve)

Does the Army initiate a multi-Service
publication.

Addresses will vary.

OAASA

and

OCSA

and

Secretary, Joint Staff and
Appropriate joint agencies

Is a multi-Service publication applicable to
commanders of unified and specified
commands

OAASA, ATTN: SAAA-ESOM-PO, 105 Army
Pentagon, Washington, DC 20310-0105

and

Director, Army Staff, ATTN: DACS-ZD, 202
Army Pentagon, Washington, DC 20310-0202
and

Secretary, Joint Staff (SJS—AD), Pentagon,
Washington, DC

Appropriate joint agencies

Affected DA elements, military Services,
and DOD and Federal agencies

Is a DOD publication for which Army is
the executive agent

Addresses will vary.

Chairman, Army Reserve Forces Policy
Committee

Affects the area of responsibility of the
Chairman, Army Reserve Forces Policy
Committee

Chairman, Army Reserve Forces Policy Com-
mittee, ATTN: SASA-RF, 112 Army Pentagon,
Washington, DC 20310-0112

Chief of Legislative Liaison

Affects the area of responsibility of the
Chief of Legislative Liaison

Office, Chief of Legislative Liaison, 1600 Army
Pentagon, Washington, DC 20310-0112

Director, Office of Small and Disadvan-
taged Business Utilization

Affects the area of responsibility of the Di-
rector, Office of Small and Disadvantaged
Business Utilization

Director, Office of Small and Disadvantaged
Business Utilization, 106 Army Pentagon,
Washington DC 20310-0106

Chief, Public Affairs

Affects the area of responsibility of the
Chief, Public Affairs

Office of the Chief of Public Affairs, 1500
Army Pentagon, Washington, DC 20310-1500

General Counsel

Affects the area of responsibility of the
General Counsel

Office of the General Counsel, ATTN:
SAGC-ZA, 104 Army Pentagon, Washington,
DC 20310-0104

Local Privacy Act official

Affects the area of Privacy Act require-
ments

Addresses will vary.
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Table 11-2
Required coordination—administrative policy publications

Agency Acronym Address

Assistant Secretary of the Army (Financial | ASA(FM&C) Asst. Secy. Army Financial Management, 109 Army Pentagon, Washing-

Management & Comptroller) ton, DC 20310-0109

Chief, National Guard Bureau CNGB Chief, National Guard Bureau, JP1, 1411 Jefferson Davis Hwy, Ar-
lington, VA 22202-3231

Chief, Army Reserve CAR Chief Army Reserve, 2400 Army Pentagon, Washington, DC
20310-2400

The Inspector General TIG Inspector General, 1700 Army Pentagon, Washington, DC 20310-1700
(ATTN: SAIG-IR)

Director, Army Staff (CSA) DAS Director Army Staff, 202 Army Pentagon, Washington, DC 20310-0202

Administrative Assistant to the Secretary | AASA Administrative Assistant, 105 Army Pentagon, Washington, DC

of the Army 20310-0105

The Judge Advocate General (in coor- TJAG Judge Advocate General, 2200 Army Pentagon, Washington, DC

dination with the Office of the Army Gen- 20310-2200

eral Counsel)

Principal HQDA officials and MACOM commanders for which the publication imposes special responsibilities and requirements.

Appropriate Secretariat organizations that have oversight responsibilities.

Subject matter requiring additional coordination. (See table 11-1.)

Provide a courtesy copy to all other principal HQDA officials and MACOM commanders

Table 11-3

Required coordination—administrative non-policy publications

Agency Acronym Address

Assistant Secretary of the Army (Financial | ASA(FM&C) Asst. Secy. Army Financial Management, 109 Army Pentagon, Washing-

Management & Comptroller) ton, DC 20310-0109

Chief, National Guard Bureau CNGB Chief, National Guard Bureau, JP1, 1411 Jefferson Davis Hwy, Ar-
lington, VA 22202-3231

Chief, Army Reserve CAR Chief Army Reserve, 2400 Army Pentagon, Washington, DC
20310-2400

The Inspector General TIG Inspector 